


TODAY's a 
SECRETARY MAY 26 1960 


35 CENTS wnt ee 


a 
( 





The IBM Electric: Its beauty is just a bonus 











NO WILLING PUPIL EVER 
NEED FAIL SHORTHAND 


Just increase the 
amount of practice 
time—using 
DICTATION DISCS 


Amazing new method guarantees to 
Get 
higher grades, boost your salary! 


15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 


increase your shorthand speed In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Look What These Experts 
Say About This 
Wonderful New System 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
: money — just the coupon. On arrival pay price indicated plus COD and 
ee ee a ee ee handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way this method MUST do every- 
thing we say it will or you may return records in 10,days for full refund. 
Mail the coupon now! 
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William Cohen, World's Shorthand Champion 
(280 wpm for 5 minutes) 
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NEW SPECIAL VOCABULARY SETS 
Special Set No. 38 comprises 31 dif- 
ferent business letters containing 2,442 
repetitions of the BRIEF FORMS and 
472 repetitions of the PHRASES, dic- 
tated in speeds of 60, 70, 80 and 90 dictated into 31 different 
WPM. Each of the four records con- letters, also in speeds of 
tains brief form. 60, 70, 80 and 90 WPM. 


Dict, avon Disc Ca Gateeee. 
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DICTATION DISC COMPANY 
170 Broadway, Dept. TS-6 
New York 38, N. Y. 


Spree 1s n best ive ever seer 
Thomas Cele, Chairman, Committee on Professional Education : , 
N. Y. State Shorthand Reporters Special Set No. 39 con- 
tains more than 2000 
repetitions of the 500 
COMMONEST WORDS 


are made to order for the 
y chores and make the 
By p i g grade 
have beer 
henomenal! 
Poul Simone, Author of ‘‘A Stroke in Time 
Instructor, Columbia University 
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ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 


DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 
78 rpm—$5.25 per set 
|} Set No. 61 
60, 70, 80, 90 
3 records—2,500 words 





45 rpm 4-record sets $5.75 ea. 


Please send me the records indicated. 
On arrival I will pay price indicated 
plus COD and handling charges. I 
must be delighted or may return rec- 


ord(s) in 10 days for full refund. 


[_] I enclose full payment now, please 
ship records postpaid. 


NAME 





ADDRESS 





CITY 
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C) Set No. 38 
60, 70, 80, 90 


4 records—brief forms 
& phrases, 31! different 
letters. 3,570 words of 
dictation 


[] Set No. 39 
60, 70, 80, 90 


4 records—500 common- 
est words, 3! different 
letters, 3.426 words of 
dictation 


[] Set No. 40 
40, 50, 60 


4 records—32 different 
letters, 2,500 words of 
dictation 


[}] Set No. 41 
60, 70, 80 


4 records—32 different 
letters, 4,000 words of 
dictation 


[| Set No. 42 
80, 90, 100 


4 records—32 different 
fetters, 5,000 words of 
dictation 


[}) Set No. 43 
100, 110, 120 


4 records—3! different 
letters, 6,000 words of 
dictation 


[}) Set No. 44 
100, 110, 120, 130 
4 records—7,000 words 


] Set No. 50 
legal Dictation 
4 records—5,000 words 
of tegal dictation, 
speeds 80 to 120 


| | Complete Course 
on 45 rpm $18.75 
Includes Sets 41, 42, 43, 
and 44—i6 records, 119 
all different business 
letters 25.000 
words of dictation, 5 
different instructors. 


[) Same as above, 
but including Sets 
No, 38 & 39 $26.75 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 
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| ) Set No. 62 
90, 100, 110 
3 records—3,000 words 


[] Complete Course 
on 78 rpm $14.50 


9 records—60 to i50 
wpm 


33% LP $8.75 per set 
Set No. 71 
60 to 100 

2 records—7,000 words 
Set No. 72 


90 to 130 
2 records—10,000 words 


[] Complete Course 
on LP $16.50 


4 records—60 to 130 
wom 








JUNE... 

and the sound of the wedding march 
is heard in the land. It’s the 
traditional month in which to 

be married—and who are we to 
Hout tradition? So. in this issue, 
we delve into the bridal situation, 
particularly as it affects 

the secretarial field. To those 

of you who are “taking the 

plunge” this June, our best wishes. 
To those of you W ho aren't... 

well. perhaps TS will start 

you thinking along those lines. 
And there’s always June, 1961. 


THE SECRETARY... 

who works up to the time she gets 
married has one big problem—how 
to keep her mind on her job 

while visions of bliss dance through 
her head. Showers, veils, in- 
vitations, furniture seem much 
more interesting than typing an 
annual report or hunting through 
the files for a letter. Yet the 

good secretary knows she must do 
a bang-up job up to the very last 
minute. For how one girl managed, 
see “Prelude To Lohengrin.” 


DO SECRETARIES... 

make good wives? The very best, 
according to Peggy Rollason. 

Her reasons are jotted down in 

“The Secretarial Path To The Altar.” 


VIVA LA OGA... 

and kudos to all the winners 

of the latest—and best— 

of all the annual OGA contests. 
Winners, pictures, prizes... 
this month. 
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ON THE COVER: Circled with 

happiness—the secretary who's 

going from Miss to Mrs.... 

may she flourish—on the job 

and in the home. The wedding dress—Stehli silk. 
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QWERTY UIOP} 


This is how easily you 
clean typewriter keys 
with new "SCOTCH" BRAND 
Typewriter Cleaner: 


Just roll this clean dry 
sheet, pink side up, into your 
typewriter. Set machine 

for stencil, strike each key 
until it's clean. No messy 
liquids to stain or spatter; 
no putty under fingernails. 
Job's done in a jiffy-- 
gives letters that crisp 
"professional" look. 





Costs less than 5¢ per 
cleaning, cuts expensive 
maintenance calls. Cleans type 
on other office machines, 

too. Try "SCOTCH" BRAND 
Typewriter Cleaner now -- 
your office supplier has it! 
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THE BIGGEST RIBBON NEWS}IN YEARS! \ 
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TYPEWRITER RIBBON 


COMPANION TO FAMOUS NU-KOTE CARBON 
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ONE RIBBON FOR“ALL YOUR JOBS 


THERMOFAX AND MULTILITH P -ESSES PLUS ALL REGULAR JOBS 


ONE SPOOL FOR MOST MACHINES 


ALL NOISELESS, MOST PORTABLES, STANDARDS AND ELECTRICS 


OUTLASTS OTHERS THREE TO ONE | 


THREE TIMES THE WEAR, ONE-THIRD THE RIBBON CHANGES 


More important extras: Nu-Kote gives you clean, clear, 
printing press sharpness. Nu-Kote’s red reproduces as 
clearly as its black in the Thermofax process. Made 
by the people who bring you Nu-Kote Carbon Paper, 
the extra long-lasting one with the plastic base. Avail- 
able through authorized Burroughs M&V dealers. 
Or send coupon below. Dealer Sales Dept., Burroughs 
Corporation, Detroit 32, Michigan. 
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e\ : Dealer Sales Department 
| : Burroughs Corporation, Detroit 32, Michigan 


GENTLEMEN: 





AF, 
Carty 


: (1 Send me more information on the New Nu-Kote Typewriter Ribbon. 
C Tell me the location of my nearest Burroughs M & V dealer. 
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Buy where you see this sign 
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That Status Symbol--the "executive ulcer" may be a 
myth says Dr. Charles Pulvertaft of York, England. He 
and his fellow-researchers found more victims among 
the lower paid employees with routine jobs than among 
the higher echelons. Among the town and country 
dwellers, however, the urbanites are leading the 
field. 


Up the British--Salaries that is. According to the 
British magazine Business, those pounds and pence 
don't weigh down the executive's well-tailored suit. 
A survey of more than 700 empty=-pocket owners re- 
sulted in these sad facts: less than 25 per cent earn 
$7,000 a year and only 14 per cent make $14,000 or 
more=--with such extras aS company housing and cars 
included. 


Picture of a Successful Executive Shows a man who is 
psychologically distant from his key subordinates, a 
man who is not involved. He judges objectively. He 
may not make his employees happy, soothe their fe- 
vered brows, or hold their hands upon occasion--but 
he will get that work done...How about your boss? 


Office Collections are here to stay. A count of 200 
leading executives indicated that 71 per cent of their 
companies allow such collections for engagements, 
weddings, etc. So say the executives. As for the 
workers...from the confirmed bachelors and career 
girls among them, no comment as yet. 


Vive la Difference. Men walk from the knee, women from 
the hip. Men strike matches toward themselves, women 
away. Men dress to look like other men, women to look 
unique within the current fashion. Men look at their 
fingernails by cupping their palms and bending their 
fingers toward themselves, women extend their fingers 
palms outward. Men nag their wives for what they do, 
women nag their husbands for what they don't do... 
(from A Skeptical Psychoanalyst by Kenneth Colby, 
M.D., Ronald Press, New York). 





COFFEE AND CRUMPETS ANYONE? Recent news from England 
Shows a traitorous dip in tea sales. Britishers are 
now gulping coffee instead--two and one half times as 
much as the pre-World War II consumption...AUTHOR OF 
THE YEAR--that's the average executive. A dictating 
machine maker recently calculated his output at some 
533,000 words per year...FOR THE SECRETARIAL AVANT- 

GARDE who wish to perk up the office. Rent a beatnik, 
complete with beard and expresso. Just contact the 

Village Voice, a Greenwich Village newspaper. 
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PERIODIC PAIN 


Don’t let the calendar make a 
slave of you, Betty! Just take a 
Midol tablet with a glass of water 
... that’s all. Midol brings faster 
and more complete relief from 
menstrual pain—it relieves 
cramps, eases headache and 
“ chases the “blues.” 


“WHAT WOMEN WANT TO KNOW" 
a 24-page book explaining menstruation is 
yours, FREE. Write Dep’t TS-60, Box 280, 





i” New York 18, N.Y. (Sent in plain wrapper). 


Bettys GAY 
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MENDS PAPER PERMANENTLY. 
*““ScoTcH”’ BRAND Magic Mending 
Tape stays clear, never yellows or 
gets sticky, lasts as long as the paper 
it mends. 











MENDS INVISIBLY. You won’t be- 
lieve your eyes! This tape disap- 
pears when it touches paper. It has 
a matte finish that doesn’t shine. 








Get-Acquainted offer... 


on a remarkably different “SCOTCH” 
BRAND 


Tape! 





















Look for this 
SPECIAL OFFER 
DISPLAY 


at your stationery 
suppliers——-or ask for 
DEAL TM. Get it 
now, offer is limited! 








AND—YOU CAN WRITE ON IT! 
Magic Mending Tape takes any 


writing without a skip. Perfect for —_— 
TUienesora Jffininc anno ES 


adding attachments or splicing in ¢ \, 
revisions. TVAnuracturinc company « y 
ere 77 
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How to punch 





Mutual Centamatic Desk Punch A Model 300 
There are 2-hole and multi-hole punches in the Mutual line, 
carefully engineered to save you time. They offer you higher 
capacity, too. There are three models which center your paper 
automatically (the patented Centamatic feature). Mutual 
punches are priced in line...and they last and last. 


Mutual desk and hand punches are earning 
a top reputation today. They are stronger, 
easy to use, accurate, and long lasting. Every- 
one who punches holes can have their own 
punch for just a few cents a month! Make 
sure your next punch is a Mutual punch 
. . . with Centamatic paper centering on 
desk punches; and Spacematic heads on 
hand punches, which click into place. Sold 


by almost every reputable stationery store. 
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Mutual Adjustable Hand Punches 
There are three hand punch models, which punch from two to 
seven 44” holes. On two of these models, the heads click right 
into place (these are on the Spacematics!) ... or can be “parked” 
in a jiffy. Mutual Hand Punches are lightweight. Their feathery 
balance in the hand makes them simple to use. 


A Model 27 







MUTUAL, 
the first 
name 


PRODUCTS COMPANY, 


INC. 
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110 Barber Avenue, Worcester, Mass. 
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Save 
Other 


Secretaries 


... from the tedium of office tasks. After all, anything a machine does, 
the secretary doesn’t have to do. The following are the suggestions 








of panel members who realize the work they save may be their own. 


Why not a two-color typewriter ribbon in a combination other than the 
standard red and black. For instance, | would welcome a combination black 
brown ribbon because | type correspondence in brown, other items in black. 
| sometimes find myself changing ribbons two and three times a day. 


Wiss Mary Jane Howell, Palo Pinto, Texas 


In many cases. erasing could be avoided if typewriter manufacturers would 
design their type to permit strikeovers. Could not the letter “p” or “q™ be de- 
signed to be superimposed over the “o” if that letter is struck in error; the 
letter “I to permit a strikeover of “b” or “d™: the numeral “3” to an “8°? 
There must also be other letter combination possibilities. 

Vr. George Von, Detroit. Michigan 


Wouldn't it be a boon to many offices to be able to buy white paper. com- 
parable to mimeograph weight by the roll? At present, only brown wrapping 
paper seems to be available this way. It would be most useful for charts, 
recordkeeping. etc.—all now requiring the taping of many 814 x 11 or 8144 x 14 
sheets together to make one large sheet. 


Viss Lorraine Brown. Fort Lauderdale. Florida 


Why not—for the secretary who must also be a clock watcher—a desk clock 
with an alarm light that would flash (no bells. please) to remind her of meet- 
ings her boss must attend. 

Vrs. Ruth Hohnadel, Pittsburgh. Pennsylvania 


Why don't they make a treated paper that you could insert over a_type- 
written error? You could then type the same letter or letters, this time on 
the treated paper which would pick up the print. The original would thus be 
clear for correction—and no erasing needed. 


Viss Peggy 4cheson, Denver. Colorado 


May a Treasury Department worker (6 years) ask why they don't make 
columnar pads spaced for the typewriter, instead of the kind they furnish for 
us now. | am sure that someone could make a fortune and retire early in life 
just by manufacturing this aid for those of us who have to do bookkeeping. 


Viss Shirley M. Hutchins, Washington, D.C. 
Help on the Way 


‘ for Peggy Acheson, et al. The Type-Out Corporation (850 
Seventh Ave.. New York) has a chemically treated paper for correcting typing 
errors—just insert sheet over mistake. strike the same key again. and watch 
Type-Out absorb the mistake, leaving the space clear for correction. Introduc- 
tory offer—3 packages, $1.09. 


for the girl who must use carbon paper, yet wants to keep 
her hands free of smudges. Burroughs Corporation (Mittag Division, Park 
Ridge, New Jersey) offers NU-KOTE Carbon paper—plastic-based to do away 
with dirty hands. The F. S. Webster Company (Cambridge, Massachusetts) 
makes MultikKopy Durametric Carbon Paper—cut corner and clean edge allow 
clean handling. And Robert F. de Castro (233 Chartres Street, New Orleans, 
Louisiana) has GEHA Duplex Carbon Paper from Western Germany. Its 
claim: completely smear-proof. 





There must be some products you could use that are not yet available 
from manufacturers. Jot down your suggestions and send them to: Panel 
Editor, TODAY'S SECRETARY, 330 W. 42 St.. New York 36, N. Y. We'll 
pays $5 for every suggestion used in the magazine. (In case of duplicates, 
the earliest entry will be honored.) 
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FOR THOSE WHO MAKE 
AN OCCASIONAL MISTAKE 





Nobody’s perfect—that’s why 
they put erasers on pencils. 
Now-for the first time, a thin- 
lead, non-smudge, fade-proof 
colored pencil that erases 
cleanly, easily, completely! 


LIKE nia 
hm" YU UY 


NOT LIKE THIS 


/\ 
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THE ONLY COLORED 
PENCIL OF ITS KIND 


No more messy, shredded papers! 
No more valuable working time 
lost fighting to erase colored 
pencil marks! With amazing, 
new ERASABLE Color-Tex — 
you can erase color as easily as 
you erase black lead pencil 


usa. GENERAL'S Conbe-Welt COLOR- 


marks. Only the color comes off! 
No ghosts — no shredded paper! 


TRY COLOR-TEX ERASABLE 
10 DAYS FREE 


See for yourself how General's 
special ‘“‘Carbo-Weld” process 
makes Color-Tex stronger and 
stay sharp longer! See how much 
faster your accountants, book- 
keepers, secretaries work — once 
they’re free from hard-to-¢rase, 
smudgy, colored pencils! 
Available in Carmine Red or 
Indigo Blue — ask your dealer 
for General’s New ERASABLE 
Color-Tex Pencils — or write 
today on your letterhead for 
FREE SAMPLES. 


Medium or Hard Grades 
with or without erasers 


PENCIL COMPANY 
69 FLEET STREET, JERSEY CITY 6, N. J. 




























Says: 







JOHN ROBERT POWERS, 


the man who knows more about making 
women beautiful than anyone else on earth, 


I'll make you 


MORE ATTRACTIVE— 
MORE POISED ano CHARMING 


IN JUST 30 DAYS . «+ Or it won't cost you a penny! 


Yes, with the help of this new book you will be more 
attractive, more desirable in just 4 short weeks... or 
you pay not a penny! It’s true. World-famous John 
Robert Powers at last reveals the magic secrets he 
uses to turn ordinary “Plain Janes” into glamorous 
“Powers Girls.” We'll actually send you his new book 
to use for a full month ... and if it hasn’t helped 
you become more glamorous and attractive ... it 
won’t cost you a cent. Take advantage of this offer 
now ... mail the certificate below at once for your 
free-examination copy of 


Sle) altel n4e)el-1a a6 ate), 4-1 6— 
HOW TO HAVE MODEL BEAUTY 


ad ©} b-) a 1 Od 3 2-10), 7 





Why this sensational offer? Why does 
one of the world’s largest publishers 
take the risk of sending out thousands 
of books with this amazing guarantee? 
Why are we so positive John Robert 
Powers’ book can help you? 

First . . . because this is unlike any 
other beauty book you have ever seen 
before! It is equal to charm school 
courses that cost $100 — $250 — or 
more! Day by day .. . just as if you 
were taking individual lessons in the 
most expensive charm school... John 
Robert Powers shows you new and ex- 
citing ideas on make-up, clothes, 
grooming ... gives you tips on de- 
veloping a more alluring figure, softer 
hands, more lustrous hair .. . gives 
you dozens of in-a-jiffy methods to 
help you glamorize yourself the way 
the famous Powers Models do. 

Second ... the John Robert Powers 
instructions are tailored to YOU... 
to YOUR own personality. You are 
shown how to use only those glamour 
habits that are best for you — and you 
alone! You don’t spend any more time 
than you do right now on routine 
beauty care —but you learn all the 
RIGHT things to do — all the little se- 
crets that improve 
your complexion, 
your hair, your (ag 
figure, your poise 
—everything from 
top to toe. 

See the exciting dis- 
covery waiting for you 
in the pages of this 
new book! Mail the 
certificate now for your 


FREE-examination 
copy. 
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| 
Ss John Robert Powers | 


DRESS CHART 


Shows you, at a glance, 
how to be dressed ex- 
actly right for every 
occasion. The Chart is | 
yours whether or not 
you keep the trial copy 
of ‘‘How to Have Model 
Beauty, Poise and 
Personality.” 


=I 
FREE-EXAMINATION 
certificate anD GUARANTEE 


Prentice-Hall, Inc. Dept. M-5886-H1 

Englewood Cliffs, N. J. 

Please send me John Robert Powers “HOW TO HAVE MODEL 
BEAUTY, POISE & PERSONALITY” for 10 days’ free examination. 
Within 10 days I will either return it and owe nothing, or send only 
$4.95 plus a few cents postage, in full payment. Then, after I have 
used the book for a FULL MONTH, if I am not delighted, I may 
return it and you will refund my payment promptly. 


Also, send me FREE: “‘John Robert Powers DRESS CHART” which 
is mine to keep regardless of whether or not I keep the big book. 
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SAVE! Send $4.95 with this coupon and we'll pay the postage. Same 
return-and-refund privilege guaranteed. 


Here are beauty secrets YOU can use to get that 
admired look of head-to-toe glamour in just 4 short 
weeks . . . How you can have glorious, lustrous hair 

. acquire a radiantly clear complexion . . . change 
the contour of your face with special cosmetic applica- 
tions . . . learn the newest eye-make-up techniques 
. .. use the crash programs of dieting and exercise that 
models use, to slim down or build up in just 30 days. 
In this great new book, you get a detailed step-by-step 
program which shows: 


© How to change a dry or oily skin into a radiant com- 
plexion 


e How to give a soft, lustrous look to coarse, wiry, 
baby-fine or straight hair 


© How to create the illusion of perfect proportions 


e@ How tall girls, small girls, large girls, teen-agers can 
have the posture of a model 


© 11 ways to beautify your feet and legs 


© Special figure-improvement exercises for knees, pelvis, 
abdomen, shoulders, bust-line 


© 3 important steps a girl must take before she is 
likely to receive a marriage proposal 


e@ How to move, stand, sit, walk with a model’s grace 


@ How to cure overweight, underweight, eat your way 
to a perfect figure the way the models do 


@ The mysterious three T's that will help you develop 
that irresistible inner glow 


© 20 ways the mature woman can make the most of her 
charms 


Nothing is overlooked. What to do about double chins 
and neck wrinkles . . . how models use cosmetics to 
glorify their complexions . . . how to shape your brows, 
style your hair to change a defect into a beauty asset 
ine how to develop a charming personality, develop 
your voice and conversation . . . the right clothes and 
colors for YOU — play clothes, combinations, street 
wear, evening wear and accessories . . . everything you 
need to develop a new, more glamorous and lovelier YOU. 
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Q. When 


my employers. who are attorneys. use the 


writing real estate contracts. 
phrase “to be payable in monthly install 
ments of §...... per month.” Aren't the words 
“per month” unnecessary ? 


A. Toa layman, the use of monthly and 
per month in the sentence you question 
does seem redundant. In law phraseol- 
ogy, however, many similar repetitions 
are common, the purpose being to leave 
no doubt in the reader's mind of the in- 
terpretation of the sentence. Therefore. 
if your employer is an attorney and uses 
the wording, it would seem best to follow 
the form he dictates. 


Q. In the following sentence, should the 
word anothers be in the possessive case: 
“Why should your childs experiences be 
different from another's?” 


A. The possessives of indefinite pro- 

nouns are formed according to regular 

rules: for example: 
one’s plan 
another's choice 


anybody's guess 
the others’ claims 
On the other hand. the possessive forms 

of personal pronouns and of who do not 
require an apostrophe, as each pronoun 
has its own possessive form: namely: 

I: my, mine it: its 

you: your, yours. 

he: his 

she: her, hers 


we: our, ours 
they: their, theirs 
who: whose 


xthery BieTupay/ 
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Q. I have recently noticed the comma used 
with increasing frequency after such words 
as or and but. For example: “But, review 
and discussion without more definitive ac- 
tion... .”; “Or, take another example.” | 
can see no reason for the comma in such 
cases. How is this usage justified ? 


A, The sentences you quote are exam- 
ples of attempts to punctuate “by ear” 
rather than by grammatical construction. 
In speaking, the voice often tends to hesi- 
tate for emphasis after a but or an or. 
When the words are written, however. 
correct punctuation will 
meaning intended. 


indicate the 
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BUSINESS ENGLISH 
E. Lilian Hutchinson 
SECRETARIAL PRACTICE 
LE ne o. otrony 


BUSINESS LAW 
R. Robert Rosenberg 


[felel ¢.4 4 4.11, ie} 

f (| Hanna 
TYPEWRITING 

Alan C. Lloyd 
BUSINESS ARITHMETIC 

Vivian W. Aline 
SHORTHAND 

Charles E. Zoubek 


FING WN. Mae Sawyer 





[>. { person in our office has what we 
efer to as “telephone-itis.” In other words, 
s long conversations are not necessary. 

I hen on the tele phone he renores his hoss 
h § secretary whene el they enter his 


y . , 
iifice u th urgent OUSINESS, 


{. If your offender (call him John 
Doe) is making a business call and fears 
to antagonize a customer by signing off 
too abruptly. the boss might say some 
thing like this: 

“Say. John. when I get a long-winded 
customer on the line and I'm trying to get 
away. | say something like this: “I'm 
wanted on another line: | have to attend 
a meeting: my secretary has just given 
me an S.O.SZ ” 

If. however. Mr. Doe just talks for the 
-ake of talking. the boss’ speech will be 
different ... and delivered in private. In 
iny case, not warning Mr. Doe would be 
untai partic ularly to Mr. Doe himself. 
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QO. My boss’ name is Mary Margaret 
u ’ 

O'Day. How should I treat her initials when 
typing them at the bottom of a letter? For 


example: MMO'D/kn or MMO/kn. 


{. Ifthe dictator's name is Mary O'Day, 
the reference initials are usually 
WOD/kn. However, if she is called Mary 
Vargaret, | would suggest that you add a 


middle initial to your initials, making the 
reference initials, 1 MOD/kfn. 


Q. Should a letter two pages or more be 
stapled? My boss claims this would make 
the letter too mechanical and impersonal. 
! feel it would prevent the separation and 
ossthle loss of some of the pages, Moreover. 
iost business letters are, by their nature, 
mp rsonal. 


} 


1. There is no set rule on this. It is 
completely a matter of personal prefer- 
ence. If the letter is to be read by several 
people, then stapling is recommended but 
not required. In any case, the boss is still 
the boss and his wishes should he fol- 
lowed, (Continued on next page) 
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CREATES 

THE MARK 
OF 

EXCELLENCE 


Executive Typing + Offset Masters 
Originals for All Copying Processes 


The sharpness and uniformity of 


write you've never before been able 
to achieve with a conventional type- 
writer ribbon—the clarity of impres- 
sion that actually approaches quality 
printing—that’s what you'll get with 
the Columbia M-S0 ribbon! 

Made of whisper-thin, tiger-strong 
polyester film, dual coated with a 
special ink by a patented Columbia 
process, the Columbia M-50 ribbon 


mm 
M-50 RIBBON BY 





gives you: Crisp, full-bodied, execu- 
tive impressions . . . Superb originals 
(and that means fine copies) for all 
copying processes Non-smear, 
smudge-proof permanence . . . In- 
visible, halo-free erasures . . . Econ- 
omy of 50°, more yardage than con- 
ventional ribbons on the same 
diameter spool Freedom from 
troublesome ribbon-fixing interrup- 
trons. 

Make your “mark of excellence” 
with a Columbia M-50 ribbon! Fora 
free demonstration of the M-50 on 
your equipment write: Columbia 
Ribbon & Carbon Mfg. Co., Inc., 
1046 Herb Hill Road, Glen Cove, 
New York. 


Alwoys send 
a time sover 
courtesy 

carbon copy 


@ ® 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, New York 
Columbia Ribbon & Carbon Pacific, Inc., Duarte, California 











Q. When including a name with only one 
x 

initial in a list of names with two or more 
initials, which one of the following methods 


is correct: 


J. R. Jones J. R. Jones 
W. Smith W. Smith 
C. R. Wood C. R. Wood 


{. There is no written rule as to the 
placement of initials in listing names. It 

could be either one of these two: 

J. R. Jones J. R. Jones 

W. Smith W. Smith 

i R. Wood C. R. Ae ood 
We do not advise your first suggestion. 
since it would appear that poor W. Smith 
has a hole his first and last 
names. Here again, however, it is a ques- 


betw een 


tion of personal taste. 


When a copy of a letter is being sent to 
than the addressed. 
should it be signed ? 


A. 
subject. The copies may be left unsigned, 
the signature may be typed in with (Sgd.) 
before it, or the dictator may sign them 
with his full name or initials, especially 
if he wishes to give the letter a personal 
touch. 


Q. 


a person other one 


There is no hard-and-fast rule on this 


Q. Is it ever correct to single space a 3. 
line address when typing out a_ business 
envelope? 


4. The standard rule for addressing en- 
velopes is: double space a 3-line address: 
that 


single space an address contains 


more than 3 lines. 





The world’s 
finest Ball Pen... 
especially 
designed for 
secretaries 


A.W.FABER’S 
New 


STENOSTIK: 


If you have experienced the 


—when your ball pen failed 
during dictation, here is good 
for you. STENOSTIK with its 








fingers and banishes fatigue. 


STENOSTIK, send us his name 
and we will make sure you 
are supplied. 
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annoyance—and your Boss’s scowls 


full cartridge-length ink supply flows 
smoothly, never skips or clogs. 
Its long, tapered grip caresses your 


Lets you sail through hours of 
dictation without finger cramps or 
soreness. You’ll find STENOSTIK 
—like its sister, ERASERSTIK— is a joy 
to use. Only 39c—3 for $1.00. 

Blue, black or red. Get it today. 








news 


If your Dealer doesn’t yet stock 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 













Q. 


strike certain matter from the record. Wha 


Very often in court a motion is made to 


is the correct procedure in this case? Does 
the court reporter cross out his notes and 
just leave such matter out of his transcrip- 
tion record: or does he mark down the mo- 
tion to strike and then include this together 
with the material to be stricken in his tran- 
scription notes ? 


4. The record always stands as taken 
by the reporter, word for word. All testi- 
mony, even that testimony which is found 
objectionable, is contained in the record 
and transcribed by the reporter into the 
record with the rulings of the Court indi- 
cating which part of the record is per- 
missible and which part is objectionable. 
This is important, because if the case is 
taken to a higher court, the higher court 
may rule differently on the objections. 
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. How should one write the following 


sentence: “There are three (to, too, two)s 


in the English language” 7 


{. Your question about the spelling of 
the three “twos” has puzzled English ex- 
perts for years. The best way out of the 
predicament is to rephrase your sentence 
thus: “The English language has three 
differently spelled words pronounced to.” 


Q. What is the plural form of Form 6? 
The precedent followed by our office staff is 
Forms 6. 


A. The accepted rule for the formation 
of the plural of figures is to add ’s. 
Therefore, we recommend the following: 
“There are very few Form 6's on hand.” 
just as one would write: “There are very 
few No. 6s on hand.” This rather awk- 
ward plural may be avoided, however, by 
changing the sentence to read: “There are 
very few copies of Form 6 on hand,” or 
“Our stock of Form 6 is low.” 

Q. A recent Ask the Experts column 
stated that a comma should follow as well 
as precede the year when a date consisting 
of day. month, and year appears in a sen 
tence. ls this rule also applicable to the fol 
lowing sentence: “. . . prices, ranging from 
$10 per share in the April 21, 1958. grant to 
$20 per share in the October 1, 1959, 
grant” ? 

Inasmuch as both years, 1958 and 1959, 
modify grant and are more important in the 
identification of the particular grant than 
the month and day, would it be permissible 
to omit the commas? 


A. A comma is still needed after the 
year in each of the cases you quote. The 
year is considered a parenthetical or an 
explanatory element. and the 
comma balances the one that precedes 
the year. 


second 
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“Vil keep my date... 


thanks to my Edison 
Voicewriter!”’ 


“What a change the Edison Voicewriter makes in a secretary’s 


days ... and evenings! If your office is like mine, you know what 
it’s like to spend hours taking dictation . . . then hours transcribing 


your shorthand notes! How, often as not, it means staying over- 
time to get the work out. 

“Not anymore though! With the Voicewriter, you’re hours 
ahead, freed completely from tiresome dictation. Your boss can 
dictate to his Voicewriter anytime, anywhere . . . makes things 
easier for him. While it gives you more time to do a better job... 
more time to be a real executive assistant! 

“And it’s so easy to transcribe from the Edison Diamond Disc. 
Dictation comes through crisp and clear... with the Voicewriter’s 
unique controls, you’re in command at all times.” 


Edison Voicewriter 
MGRAM 
DESY} 










A product of Thomas A. Edison Industries. McGraw-Edison 
Company, West Orange, N. J. in Canada: 32 Front Street W., 
Toronto, Ontario 


1960 





GIVE YOURSELF A CHANCE! 
Ask your boss to let you mail coupon for de- 
tails on the Voicewriter system that's best for 
you both! No obligation. 


To: 
Edison Voicewriter , Dept. TS-6 
West Orange, New Jersey 


Both my boss and I want to know more 
about what a dictating machine will do 
for us. 


Name 





Boss’s Name__ 





Company______ 


Street 





City 





Zone State 
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It’s a snap to use Roytype’s carbon sets 






They're quick. They're efficient. Roytype carbon sets 
come in single sets or handy pads of copy paper 
with carbon sheets between each page. To use 
them, all you do is take as many pages as you 
want copies, put a first sheet in front of them, and 
you’re ready to roll. 


There’s no fussing with carbon and flimsy, hard- 
to-handle paper. The saving in time and trouble 
is far more than the cost of Roytype carbon sets. 


Roytype makes over 1000 different 
ribbons for typewriters and tabu- 
lating machines. To be sure you're 
using the right ribbons for the jobs 
you do, check with your Roytype 
Representative. His office knowledge 
can help you. Use it soon! 





Roytype carbon sets are available imprinted 
with your letterhead, with word “‘copy’’, or with 
a special design. Black and red are the standard 
colors, but we’ll be glad to make them up in others, 
for a slight added charge. You can have them in 
all sizes, including legal (these have red marginal 
rules) and in all weights of paper. 


Call your Roytype Representative to find out 
all about Roytype’s carbon sets. 


MAIL COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE c/o Royal McBee Corporation, 
Department N, Port Chester, New York 


Send a Roytype Representative who will explain your 
money saving coupon purchase plan. 


Your Name 











Firm Name 





Street Address 





City Zone State 
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Acco 10X TWO-HOLE PUNCH is accurate, 
convenient. Gauge locks for exact alignment 
of papers. Removable, plastic tray catches 
perforated excess, provides firm foundation, 
protects desk top. Designed for 4 inch holes, 


ual and electric, 


more worry hitting 


In ee 


Co.., 


DART is a portable, all-purpose 


nches: any length. 
lucent original by semi-moist 

at less than $.0] 
feature: second lamp 
Information 


5650 


photoc opy papers, 
Ine. Dept. 


. Chicago 45. Illinois. 


mation. TS. 


Ave 


Foam, eliminates 
and 
For fre 


ohway 


time carbons 
stay clean. 


21 State Hi 
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PAPER 
hyy 


AND PEN are 
iss metal and coated with go 


us ball 


two-in-o 


point pen carries its 
of paper. Just turn the barrel 
out it rolls. sige is $3.00 ppd.: 
each. six for $1.2 From 2. 
Dept. 58-15, ( (TS). 2755 Liberty. 
Texas 
June. 1960 
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“COPI-MATE UNIV 
in over 180 typewriter models 


Zip-Tape wrapper. 


a letter-size 


for exposing standard 


eliminates counting 


L. Bagarry, Jr.. 


2%. inches center to center. Price is $4.75: 
- from Acco Products, Div. of Natser Corp., 
‘“ y Dept. TS, Ogdensburg. New York 
ERSAL TYPEWRITER RIBBON” will replace ribbon 
including standard, portable, man 
new and old, domestic and foreign machines. No 


spools to special makes. Pac 


New Jersey. 


copy make I 


Unlimited copies, now in widths of 13 to 18 


Works from 


any trans 
diazo process 
page. Bonus 
1 from Copy 


N. \\ ester 


job of alig 
them separately, ¢ 


messy ning carbons 


made 
with a light pull. Finge 
Type Dept 
Jersey. 


arbonsets are 
detached 
e sample kit, 
10. Hanover. 


are easily 


write to 


Ne Ww 


rite Corp., 


OFFICE LAYOUT KIT for planning 


pansion Is s¢ aled or 4 
Has plastic planning 
and self 


or non photog 


ing pencil, tape, 
bols. In blac k 
reproduc tion. Literature 
from Planoramics. Dept. TS, 


t.. Boston 27, Massachusetts. 


ne. Made ol 
ld-like finish 
own supply 
slightly and 


refills $.25 


Beaumont. 





inch to the 
board with g 
-adhering 
aphi 
and 


ked with an attractive 
Further information from Leedall Products Mfg. 
De pt rS. Milltown. 





SEA FOAM CARBONSETS, made up of carbon sheet attached to Sea 
and second sheets, 


with one 


rs 


TS 


future ex 
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vinyl sym 

blue 
iree sample 


631 East First 


rid, 


for 
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enus 
Camel 
ink- 
cartridge 
writes 
on and on 
without 


running 
dry! 


e double ink supply 


double writing mileage 


all PEN:cil for } 


VENUS:b 


e new cone-shaped point writes 
smoother, never wobbles. 

e model for Stenographers is ideal 
for shorthand, notes, etc. 

e blue. green or black ink. 


e 49c each... 


red, 


less by the dozen. 


V enus ball PHN: cil 


, Venus Pen & Pencil Corp., Lewisburg, Ten nn. 
Gentlemen: 

Please send free test sample, Venus ball PEN-cil 
| for Ste nographers. Ink color_ 


| Please Print 
FIRM NAME 


a 

“| 

| 

NAME _ | 
| 

ADDRESS. x, 
x 


STATIONER’S NAME 


*#PAT. NO. 2,678,634 














Notice how 
Eagle-A Boxed 
Typewriter Papers 
really move 

off your 
Stationer’s shelf! 


You can see that the big demand is for Eagle-A Boxed Typewriter 
Papers. These popular typewriter papers are fast sellers because 
they please the boss — and ease your work. Bosses prefer the way 
letters, memos and office copies look on Eagle-A Papers — clear, crisp, 
bright. Busy secretaries like their fine typing and erasing qualities. 

Eagle-A Boxed Typewriter Papers come in letter and legal sizes, 
plain and ruled — in the time-saving Eagle-A “Hinge-Top” box or 
100-sheet packets. Secretaries and teachers: for free Sample Booklet 
and Letter Placement Guide, write on your firm or school letterhead 











to Dept. TS, American Writing Paper Corporation, Holyoke, Mass. 


EAGLE-A BOXED TYPEWRITER PAPERS 


100% COTTON FIBER EXTRA NUMBER ONE: Coupon Bond 

100% COTTON FIBER: Agawam Bond and Onion Skin; Coupon Onion Skin 

75% COTTON FIBER: Contract Bond * 50% COTTON FIBER: Acceptance Bond 

25% COTTON FIBER: Trojan Bond, Onion Skin and Manuscript Cover; 
Type-Erase, the Bond and Onion Skin with ‘‘built-in erasability”’ 

SULPHITE: Quality Bond, Onion Skin and Manifold; Translucent Bond 
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111 TIPS FOR BUSY WOMEN. Good Reading 
Rack Service. 76 Ninth Ave.. New York 11. 
N. =, Two-color. 15 pp. 95 cents, 


Every gal who has anything to do with 
running a home uses at least one trich 
to make her housekeeping more effi- 
cient. This booklet offers 111 such Sug 
gestions—from replacing frayed sweater 
cuffs with the cuffs of discarded socks 
to telling whether an egg is raw or hard 
cooked by the way it spins. You'll profit 
by these time-saving and. perhaps, face 
saving tips. 


CHECK SMART. Larry Longhway. Business 
Protective Association. 617 Southwest 31 St.. 
Oklahoma City 9, Okla. 48 pp. $1. 


{ liberal education in the safe ways to 
write. handle. and cash checks. Points 
out how and with what checks should be 
written and typed to prevent alterations 
when not to cash another's check. and 
numerous other tips to protect the work 
ng gal’s pay check. Specimen checks. 
drawings. and illustrations help clarify 
the text. 


VACCINES—WHAT THEY ARE AND HOW 
THEY WORK. Donald ( ooley. Phe \ illiam 
Frederick Press. 391 kK. 149 St.. New York 
55. N.Y. 15 pp. 25 cents 


Heartening facts about the raccines 
doctors can give us today and about 
newer ones that are under development. 
{mong them: smallpox. polio. tetanus. 
influenza. etc. Explains which vaccines 
are needed. how they work. how long 
protec tion lasts. why they are sate. Fam 
ily immunization chart helps you keep 


track of your family’s shots 


HOW TO MAKE SMALL ROOMS SEEM 
LARGER. Pamplhiets. Dept. O-1, 13 FE. 53 St. 
New York rad N. Y. Four color. 15 Pp. 25 


cents. 


For those interested in extra. rather than 
outer. space... Illustrated booklet 
gives tips on ridding oneself of that 
walls-are-closing-in feeling. Includes sec 
tions on carpentry and mirror tricks, 
ceiling and wall colors that give illusion 
of space. floor plans for crowded quar 


ters. ways to use rugs and furniture. 


TELL YOUR REPRESENTATIVE WHAT YOU 
WANT. Help Your-Self Booklets. Employee 
Relations, Inc.. 32 North Bayles Ave., Port 
Washington. N.Y. Two-color. 16 pp. 25 cents. 


In appeal to the American public to d 
rect gripes toward the proper represen 
tatives in Hashington. D. C.. and not 
over the back fence. You elected these 
officials to represent you and your 
wishes. but most citizens do not take 
advantage of this fact. Booklet shows 
why you should write. for what you can 
write. and how such letters should be 


worded and addressed. 
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It’s an education in office copying 
to see all this Kodak copier can do! 


Jobs you never thought an office copier could do are ‘‘apple pie’ for the 





; : . VERIFAX 
Verifax Bantam. It whisks out copies on both sides of a sheet . . . on printed BANTAM 
office forms . . . even makes translucent whiteprint masters. Main job, of COPIER 








course, is to give you 5 dry, easy-to-read copies of office records in 1 minute $99°° 
for 2'’2¢ each. Copies which are as accurate and long-lasting as originals! 
See ee Other models 
Phone local Verifax dealer for demonstration (see Yellow Pages under duplicating to $425 
or photocopying mechines), or write Eastman Kodak Company, Business Photo 
Methods Division, Rochester 4, N. Y., for booklet describing all copier models. 








ces quoted are manufacturer's suggested prices and subject to change without notice Oaleyke 
TRADE MARK 


Verifax Cater DOES MORE... COSTS LESS... MISSES NOTHING 
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free Timesaver! 


Handy desk dispenser keeps “Scotcu’’ BRAND 





Cellophane Tape at your fingertips for dozens of mending, 


sealing, protecting jobs. Sturdy metal dispenser 
is weighted to let you pull off and cut tape 
with one hand. Uses thrifty 1296” rolls of tape! 


Now ... get a deluxe desk dispenser 
free when you buy one at regular price 


with 12 rolls of “SCOTCH” BRAND 


Cellophane Tape. Choose Deal “‘R” or‘‘S”’ 


below, but hurry, offer limited. 








"SCOTCH" and plaid design are registered trademarks of 3M Co. 


Miienesora Jffinine ano 
Manuracturine company 


++. WHERE RESEARCH 1S THE KEY TO TOMORROW 
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Take this coupon to your stationer or 


office supplier: 


DEAL “R™:12 rolls 34” x 1296” “ScotcH” BRAND 
Cellophane Tape with Deluxe Desk Dispenser. 
Second dispenser free! 

DEAL ‘S”: same as above, but with 12 rolls 
1,” x 1296” tape. 


Offer expires June 30, 1960 
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Opportunity Knocks 


Every 





Day! 


bj Fait} A. Se n10r 


“M SURE you have known people who 

continually complain, “I never get a 

break. Nothing good ever happens to 
oe 

| think we all have. These benighted 
souls stagger blindly through their life- 
time, constantly bemoaning that they 
“never had a chance.” 

The old saying—Opportunity knocks 
hut once—has been distorted, I believe, 
into the thought that, once having lost 
an opportunity, our chance of ever en- 
countering another is practically nil. 

Opportunities swarm about us in our 
daily life. Some of us are too near- 
sighted. mentally, to recognize them. 
Some of us shrug them off, lazily, with 
“What's the use?” 


the courage to grasp them. And they are 


Some of us haven't 


gone. 

But there are those of us who recognize 
them, leap at them, get a firm grip on 
them and—Away-y-y we go!” 

In high school, I myself complained 
hitterly because I just missed being 
valedictorian of my class. I can see now 
that it was my own laziness that kept 
me from that honor. The girl that made 
valedictorian took an extra subject in 
her senior year and did well at it. That 
subject made the difference at gradua- 
tion time. I hadn't looked ahead. | 
hadn't even looked around me. I'd 
thought I had it made—and coasted. I 


threw away that opportunity. 


Esther was asked to fill a temporary 
position in the front office, with all its 
plush and chrome, when they were in 
need of extra help. Esther was well liked 
ind capable, but she could see no reason 
to let her own work fall behind, just to 
help out the front office. She turned it 
down. 

But Sally, young and inexperienced, 
ared not say no. She took the job. The 
ob became permanent at a substantial 

irease in salary and with the path to 
he top clearly defined. 

Esther was bitter. Why didn’t they 


re 1960 


give her that high-paying job? She had 


more experience, etc., etc. 


She hadn't recognized her opportunity. 

I had a friend. long ago, who yearned 
to be a writer. She found a fledgling 
bird one summer day. fed it, and cared 
for it till its maturity. She learned much 
from the feathered creature and said that 
some day she'd write a story about it, 
—or, at least an article, perhaps. 

She did research, queried the Audubon 
Magazine as to their possible interest 
in such a story or article, gathered all 
sorts of data on the specie of bird she 
had become interested in... and did 
nothing else. 

\ fellow townsman picked up an in- 
jured bird of the same specie, cared fo 
it three days and wrote a fascinating 
article, with pictures, which was pub- 
lished and brought him a nice financial 
return. 

My friend was indignant. But—he 
wrote the article, while she never got 
around to it. 


She didn’t grasp her opportunity. 


Some opportunities seem small but 
their results, though relatively unimpor- 
tant, are satisfying. The following is an 
example. 

The office was moving into a new suite 
of rooms. Everyone scrambled for the 
choicest desk locations, the nicest floors 
and walls. and, especially, the biggest 
windows. 

But Pauline didn’t scramble. She 
quietly observed. She noticed that the 
biggest windows were on the north and 
west of the building. Only one small 
room had southern exposure. The walls 
were shabby. the floor needed paint, but 
a wafting southern breeze made the room 
cool. 

_ Anybody going to use this old room?” 
she queried over the scraping and bang- 
ing of moving furniture. Probably no- 
body heard her. Nobody replied. 


(Continued on page 69) 
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SES DANDRICIDE 


*°KADI RYAN, pert, efficient 
office manager for a leading elec- 
tronic manufacturer, cuts a trim 
figure around the office. According 
to Kadi, more than experience and 
personality contributed to her suc- 
cess. Personal grooming was the 
plus that helped her rise in the 
business world. And, as we all 
know, good personal grooming 
starts with your hair. To be sure 
your hair is free from unsightly 
dandruff, rinse with DANDRICIDE. 
Kadi learned early in her career 
that easy to use, pleasant DANDRI- 
CIDE effectively removes and keeps 
dandruff away. °° 


ANTI-DANDRUFF RINSE 


DANDRICIDE guarantees 
results against the 
toughest case of dan- 
druff. And best of all, 
DANDRICIDE is pleasant, 
effective and easy to use. 
The large $1.00 bottle 
lasts for months. Get 
DANDRICIDE at your 
drug store, beauty shop, 
cosmetic counter, or 
mail $1.00 to: 


DANDRICIDE COMPANY, 116-12th Street, B’kiyn 15, N.Y. 
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The Dictaphone ‘lime- Master 


It’s so easy to use that the boss can’t really do anything 
wrong. The remarkable Dictabelt is one good reason. Un- 
like some machines that use invisible recording media, 
the Dictabelt records visibly. He (and you) can always see 
the place and never erase accidentally. 

The Dictabelt TIME-MASTER is the most automatic dic- 
tating machine. Corrections and length of letters are 
marked clearly and accurately. 

It all adds up to fewer possibilities of error and, there- 
fore, less retyping. Add this to the hours saved taking 
shorthand and you have more time for your more pleasant 


tasks. Drop a hint about TIME-MASTER, today. 





Saves your time 


because it’s boss-proof 





s ® 
rHE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... Dictaphone CORPORATION 


204 Eplinton Ave. E., Toronto, Canada; 17-19 Stratford Pi., London W.1, Eng.; 4 Aderostrasse 4, Dusse!dorf, Germany 
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by Mary Jollon 


© The world is filled with organs . . . big ones, little 
ones, medium-sized ones . . . in churches, halls, 
homes. Comes June and many an organ will assume 
monumental importance as from its pipes issue the 
strains of the traditional wedding march. 

One girl who'll be hearing the music of Mendels- 
sohn and Wagner is Jackie Ricker — tall, attractive, 
with blonde-streaked hair and a ready smile. Her 
wedding is set for May 28, almost June for someone 
who has always dreamed of being married in the 
“month of brides.” 

But . . . “When you have to reconcile church 
schedules, reception schedules, vacation schedules, 
you sometimes have to give a little.” 

Like many another bride-to-be Jackie is a working 
girl — a secretary at the advertising firm of N. W. 
Ayer. She’s staying on the job up to the last minute 
... then “two weeks plus a few days” for the great 
event . . . and back to the office. 

Juggling wedding plans and a job can be quite a 
task for a girl. Jackie had to manage both, plus 
handling one factor that could be complicated — she 
and her fiancé both work in the same office. 

That’s how she met Bill Croasdale, of course. 
(Wistful secretaries, take note.) Ayer has a friendly 
staff, the type that gets together after five for a bit 


Prelude to 
Lohengrin 














of socializing. Jackie had seen red-haired Bill at such 
gatherings on and off for several years. A brief conversa- 
tion, a shared joke, a quick “Hi” as they passed in the 
agency's corridors. That was it . . . until last September. 

“It was my birthday.” Jackie says reminiscently. There 
was supposed to be a gang getting together to celebrate. 
but somehow it wound up with just Bill and me.” 

She glances down at her “third finger, left hand” with 
its glittering diamond and smiles happily. 

That night Jackie and Bill really had a chance to talk, 
of interests they shared. of differences they could recon- 
cile. The mutual discovery period went on for hours. 

Then the dates came thick and fast. No problem in 
getting together for lunch. No problem for Bill to call 
Jackie and suggest dinner that evening. No problem for 
Jackie to keep a supply of “glamour” essentials in her 
desk drawer for just such occasions. 

On December 18th, Jackie and Bill got engaged. 

There was much excitement. of course. The families 
were told — Jackie’s parents “who immediately adopted 
Bill as their own,” Bill's two sisters who were delighted 
their bachelor brother was getting married. The Rickers 
had a dinner party for the Croasdales and, luckily. the 


two groups meshed beautifully. Pictures and announce- 





ments for the newspapers. discussions of “when” and 
“where” 

When the news broke in the office. there was further 
hullabaloo, Just about evervbody in the agency dropped 
by to offer best wishes and congratulations. to see the 
ring. to discuss plans for the big day. Jackie was breath- 
less — and busy. 

“There wasn't a spare minute. And I still had my 
Christmas shopping to finish.” 

Suddenly it was 1960, Just five months to go. 

Jackie did some mental gymnastics. Her parents were 
leaving for their annual winter vacation in Florida — this 
meant that much of the wedding planning would fall on 
her shoulders. And she realized that she had an important 
job in a busy office. Rosy visions and day dreams wouldn't 
he for her. at least from nine to five. So she made a ten- 
tative schedule for the next five months subject to 


change when necessary — and hoped for the best. 


January. Step number one was an agreement with Bill 
that they would confine their dates to weekends. Bill is an 
account executive with long hours and many responsibili- 
ties: Jackie must be in the office on time and “alive.” ( The 


fact that Jackie lives in New Jersey. her fiancé on Long 











Island didn't help much either.) Late nights during the 
week would be too much. So... numerous phone calls go 
back and forth from office to office, from state to state. 
And mid-week plans did crop up from time to time. 

The couple had one big project for weekends. Midst 
rain, snow, sleet. they went apartment hunting. New 
buildings. old buildings, future buildings, Manhattan. 
New Jersey. Long Island ... they covered them all. “We 
Jackie sighs. 

Much of the talk at the Ricker household revolved 
around plans for the wedding. The ceremony was sched- 
uled for Our Lady of Mount Carmel Church in Tenafly. 


could write a guide to apartment hunting.” 


Nearby inns and country clubs proved to be unsuitable 
or already booked. The result: a wedding reception at 
the country club on Staten Island where the Rickers have 
a summer home. An hour's drive between the two. but on 
such a day. and for such a reason, who will mind. 

And Jackie and Bill began making up the guest list. 


Preliminary estimate. about four hundred. 


February. Jackie is a secretary in the Film Research 
department at \. W. Ayer. Recently the company moved 
to offices in the new Time-Life building, and with the 


move new operating procedures were instituted. Secre- 








taries “grouped” on the floor, sometimes quite a hike from 
their bosses’ desks. A central dictating system, Page 
service between secretary and boss. 

Under the new system. most of the secretaries have 
more than one boss. Jackie has five — and five can keep 
one girl busy. even without dictation. Wedding plans 
would have to take a back seat during office hours. 

Jackie found that the people she worked for were very 
understanding. very interested in her plans for the future. 
But they expected her to do a day's work — and she did. 

“Luckily. things can get really rushed around here. 
It's easier to concentrate on your work when you have 
a lot to do. It’s the free moments that send you off into 
the clouds.” 

Biggest news of the month outside the office — an apart- 
ment in suburban Kew Gardens. 

And more work on the church and reception lists. 
“Shall we invite your aunt in Rochester? ... What about 
ae we 


vour former boss? . . . That old school chum? 


cant have everybody. we must cut down.” 


March. Shopping is an important item for any bride-to- 
be. It's necessary. fun — and time consuming. Saturdays 


can be devoted to it. but how (Continued on page 62) 
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in usind : daisy place mats of the homemade variety 
ibe ce die it @olored paper and cellophane tape). daisy- 
aped™ plac@eeards. or small corsage favors for each 


vivers. In case you're one of the lattergy 






ideas euaranteed to work both in and 





First. decorations... 


Daisy Bridal Shower 





Fresh as a daisy and easy to make hee a "par bior ~~ Baie with this unusual centerpiece. 
of daisy pet als taped over a child's umbrella. Just tollow 2 Oe with—-pastel green paper cut into bell shape. 
these directions. \rouid the bells. a lacy rufle made with silver “deco- 
Cut several petals of white crepe paper at one time by 9 rette™ Fihen ‘from the nearest dime store). gathered 
folding it. with the grain. to the correct width. The slightly and secured with strips of cellophane tape. Silver 
petals (about sixteen or eighteen in number) should ° letters spell out the names of the engaged couple. Paint 
measure roughly eight inches across the widest point @ an oval at the bottom of the bells for a three-dimensional 










and should be long enough to fall gracefully over the 


look--or use a darker shade of paper. Glitter adds 
edge of the parasol. 


sparkle to the round clappers. 
Secure one layer of petals to the umbrella with cello- For the base. cover a small hatbox with pastel green 
paper——perhaps with a hidden gift inside. Tape the bells 
to coat-hanger wires or dowel sticks. Then insert opposite 
ends in the top of the hatbox and hold secure with cello- 


phane tape. Nestle four or five shiny ribbon bows on top 


phane tape. Then add a second layer. arranging the 
petals in between those of the previous row. Double- 
faced Lape placed between the lavers will hold the top 
petals in position invisibly. 

To make the center of the daisy. cut a strip of vellow 
crepe paper four inches wide, fold it in half. and gather 
it with a running stitch along the fold. Then tape the 
gathered strip into a circle around the point of the para- 
sol. Make as many strips as needed for a full center. 


of the box and hold them in place with transparent tape. 
A final touch: bouquets of ribbon bows and tiny flowers 
surroundin 







he centerpiece and given out as favors. 
yught: smaller than the usual umbrella cen- 


iis creation would do well in any crowded 


Fresh or artificial daisies and yellow ribbon streamers office where space is at a premium and hiding places . . . 
taped to the handle of the parasol complete the festive just don't exist. 
effect. : eet 
Continue the daisy theme with gift packages. A hard- Everything's Rosy 
to-wrap round box can emerge triumphantly as a single. ... at this party, from the first invitation-cum-flower 


1uge flower. Stvlized daisies made in several colors give o the last sip of pink champagne. iv? Because rose is 
huge fl Styl ld | | col to the last sip of pink cl | Why? B 


an unusual flair to any package. so do alternating strips the bride's favorite color——and a favorite color can be 
of ribbon with daisies sprinkled here and there. a unifying theme for any miscellaneous shower. 

For table decorations ... try a pale yellow cloth on Packages should feature real. artificial. or ribbon 
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roses. rose-tinted wrappings. When possible, the gifts 
themselves (linen. guest towels. etc.) should fit in with 
the theme—and be displayed under a full-blown rose 
parasol. 

To make the parasol. apply long strips of double-face 
tape to a child’s umbrella. Next. crush sheets of pink 
tissue paper lengthwise and press them to the tape in 
concentric circles to give the effect of rose petals. Tape 
a large rose or ribbon bow in the center over the tip of 
the stem. and you're almost done. One thing remains: 
to decorate the umbrella points with rose-colored bows. 
each with a fortune attached. At the end of the party. 
each guest receives a bow—-and a cheerful prediction 
on the future. 

One prediction that will come true: whether you 
choose rose, white. blue or another shade, your guests 


will find the shower interesting——and colorful. 


“Rose Heart” Topiary Tree 


Another and different addition to that rose-colored 
shower is a centerpiece by Dennison’s. Materials neces- 
sary are a white flowerpot, three squares of styrofoam, 
green rose leaves. crepe paper streamers, and an eight- 
een-inch dowel stick. 

Begin with roses from red, pink, and white crepe 
paper streamers made by cutting the streamers into six 
inch lengths. Use one length for each rose. 

Roll the crepe paper tightly on a lead pencil, then 
pinch it together toward the center from both ends. Slip 
off the pencil and unroll, keeping the wrinkled effect 
intact. Make the rose by rolling one end of the crepe 
paper round and round, holding it at the bottom edge 
and securing the ends with spool wire. 

Next, cut heart shapes from styrofoam in three gradu- 


ated sizes, and cover each one with roses. Insert pins 
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into the roses and fasten them on the heart one at a 
time. Edge the hearts with green rose leaves. Now. place 
it on a pastel colored table cloth and pile your gilts 
beneath it. 


You have a “rose heart” topiary tree. 


Parasols and Paper Baskets 


Variations on a parasol theme—that’s Dennison’s next 
shower offering. Parasols on the curtains, parasols against 
a wall, but all of them .. . parasols most petite. 

Make a handkerchief point umbrella by cutting two 
squares of crepe paper in contrasting colors. Place one 
over the other diagonally. Next. make a crook at one 
end of a soda straw and insert it through the squares at 
the center. Crease the crepe paper hanky-fashion and 
trim the top with a ribbon bow. 

For a parasol-in-the round, cut a circle of crepe paper 
a bit smaller than a round lace doily. Curve one end of 
a straw to form a crook, insert the other end through 
the center of the doily and crepe paper, and trim with 
a bow. 

It's a basket. it's a base ... its a “sprinkling can” 
centerpiece—all with just a few motions and some 
pretty paper. 

Cover the basket with an attractive floral gift wrap 
ping paper, then decorate the top and bottom with pink 
and white crepe paper ruffles. Use pink mat stock for 
the handle. spout. and rounded hood. Fill the basket 
with small packages and attach colored ribbons from the 
spout to the larger ones on the table. 

Et voila. Quicker than abracadabra—it’s magic. For 
more magic and more suggestions, try “Parties For the 
Bride.” a new book published by Dennison. Price is 
50 cents at local stationery and party goods stores 


throughout the country. (Continued on page 58) 
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PROBLEMS and PEOPLE 


- and problems go together. Just ask any secre- 
tarv. be she beginner or veteran. All will agree that 
in the office human relations can often be troublesome. 
In my class at the Central YMCA of Chicago we dis- 
cussed some fairly typical problems. They may be simi- 


lar to those confronting vou at times. If so. vou'll find 


the solutions offered by the group absorbing and useful. 


1. Should you be businesslike at all times in dealing 
with people, both inside and outside the firm? If you 
are always formal, wont you be considered a “stuffed 
shirt” 7 

formality is the safest policy in business. the group 
decided. But as one secretary pointed out. “Tt depends 
upon the tone of your oflice. When an office is formal. 
vou will get along better if vour attitude is businesslike 
ind reserved. If the atmosphere is informal, you can 
relax a bit and be more outgoing. The trick is to blend 
with your environment. In an informal office. extreme 
formality would stand out. and you might be marked 
as a stuffed shirt.” 


2. How can you avoid being in the middle when you 
have two or more bosses who are related? 

One of the benefits of discussing problems is that no 
matter how diflicult a situation is, usually someone else 
has lived through and learned from the same experience. 

On the surface, this seems like a tough problem, but 
two women spoke up. The first secretary worked in a 
company owned and run by four relatives; the other 
worked for five bosses who were related. Their solution 


was simple: “In dealing with relatives, observe their 
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oficial rank at all times and treat them accordingly.’ 


». How do you learn to feel and act comfortable and 
self-assured in the presence of executives who are highly 
emotional 7 

Several secretaries admitted that when they started 
working for emotional bosses. they were affected by the 
mens temperament. “My boss blows his top periodical- 
lv.” explained one secretary. “I took his tantrums to 
heart. until | realized that one minute he let off steam 
and the next he acted as though nothing had happened. 
After that. his moods never upset me. 

“When newcomers tell me that he has hurt their 
feelings. | ask them. ‘Do you think he means this per- 
sonally?” “Well. no. is the standard reply. With this 
knowledge. the boss’ temper no longer bothers them.” 

Another secretary added. “When mv boss is angrv. | 
close the door between his office and mine. | hurry back 
to my desk and go on working. When he comes out. 
his mood is over.” A soft answer and a hasty retreat 
make up a foolproof combination for dealing with emo- 
tional outbursts. according to others in the class. 

All these suggestions have a common merit: They 
save face for the boss. People who cannot control their 
emotions often feel sheepish afterwards. It’s easier on 
bosses—and on their associates—if others ignore these 
lapses. The secretary who remains calm and collected 
is the kind that most temperamental bosses admire and 
appreciate. 

1. My boss has the habit of getting things off his 


mind immediately, such as something he wants done, an 


TODAY'S SECRETAR) 





by MARILYN FRENCH 


errand to be run, a letter to be written, or even instruc- 
tions to be passed on to an officer. Everyone accepts 
this trait, except his assistant. This man becomes quite 
irate when he receives the boss’ instructions through me. 
He pouts for days. In fact, he has become known as the 
“juvenile.” How should | handle this? 

Several ideas were offered to smooth over such a 
situation. One secretary said, “Il was in the same spot 
for a while. It helps if you relay any instructions as tact- 
fully as possible. | usually said, “Mr. Boss didn’t have 
time to see you about this. so he asked me to tell you. 
etc.’ _ 

An alternative is to type a memo containing the in- 
structions or information, sign it with the boss’ initials, 
and place it on the assistant’s desk. “This is permis- 
sible.” a secretary explained, “because you are acting 
as the boss’ agent in relaying what he wants done. If 
the assistant is so unreasonable as to object to getting 
instructions through his boss’ secretary, this method 
will humor him and keep peace.” 


5. Politics plays a part in our office. Everyone kow- 
tows to the chief; and in order to gel things done. | 
sometimes have to “butter up” his secretary, although 
I dislike doing so. Is this right or wrong? 

The important thing is to get a job done. If this 
involves winning the co-operation of the head man’s sec- 
retary, the other secretaries may have to treat her with 
kid gloves. “Perhaps it will make you feel better,” sug- 
gested a classmate. “if you look at the situation in a 
different light. No one is flattered when people make 
a fuss over her just because she has influence or can do 
them favors. 

“Show a sincere interest in this secretary, and try to 
know her better. Concentrate on her good qualities. 
Usually, when we know more about a person, we grow 
to like her.” 

The consensus was that if you are friendly to every- 
one in the oflice, you never have to feel that you are 


“buttering up” an individual. 


6. As a supervisor, | have a young girl in my charge 
who wants to be a chief instead of an Indian, She con- 
stantly tells others what to do, but she does as she 
pleases. She wants to further herself and believes the 
rest should follow. How do you correct this? 

The group felt that ambition was laudable, but every- 
one has to learn to crawl before he can walk. A secretary 
and oflice manager advised, “If the beginner is really 
anxious to get ahead, it would help if you had a straight- 
forward talk with her. Explain that she will have a better 
chance of succeeding by mastering her present job and 
following the office rules and policies. Offer to help her 
win advancement if she does a good job in your depart- 
ment, 

“Also, | would have no qualms about asking her not 
to tell others what to do. Explain that she is usurping 
your authority as supervisor by trying to boss others. 
Point out that this antagonizes her co-workers and that, 


if she wants to be promoted, she will need the good 
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will of everyone there. Friendliness really pays off. 

“In short, sell her on the idea that it’s to her advan- 
tage to make a good showing by concentrating on her 
work and being able to get along well with the other 


employees.” 


7. How can you settle feuds between workers in an 
office? 

A shrewd observation was made by a secretary with 
years of experience. “Don’t try to act as peacemaker.” 
she said. “If the feuders make up, they may become the 
best of friends—and both will consider you their com- 
mon enemy for meddling.” 

The subtle approach was recommended. “We had two 
women who were not speaking to each other,” remarked 
another secretary. “I told the first one that the other had 
paid her a compliment and repeated it. Then I told 
the second one that her co-worker had said something 
nice about her. It’s hard to dislike someone if you learn 


that she admires some particular quality of yours.” 


8. How can you help another employee to improve 
her appearance—weight reduction, neatness of dress, 
and better grooming—without hurting her feelings? 

This is a large order, and a variety of views on the 
subject were expressed. Part of the class thought that 
trying to play Pygmalion and Galatea, a la Henry Hig- 
gins and Eliza Doolittle in “My Fair Lady,” was court- 
ing trouble. One secretary insisted that some women 
have poor taste in clothes and that it would be useless to 
try to impose your ideas on them. Moreover, many peo- 
ple rank a number of things much more important than 
how they look. 

Even when the human clay is moldable, you may en- 
counter difficulties, according to another woman. “In 
an effort to be helpful, | suggested a modeling course to 
a co-worker. She took it and became so engrossed in 
grooming and fashion that she asked me to help her se- 
lect clothes. For three weeks, we spent every lunch hour 
dashing through the stores. | didn’t have a moment to 
myself—we were always shopping for her. There was 
some satisfaction, though, in watching the girl become 
more attractive.” 

If you want to help a co-worker improve her appear- 
ance, the group decided, several things are necessary. 
You must set a good example, use tact, and sell the idea 
to the woman first. Unless she is open to suggestion and 
willing to change, you can't accomplish anything and 
you may offend her. 

Discussing clothes advertised in newspapers and mag- 
azines, offering to share fashion magazines, or encourag- 
ing the woman to try “the wonderful hairdresser I’ve 
discovered” were subtle tactics suggested. Weight re- 
duction might be spurred on by proposing a joint dieting 
project, with the loser treating the winner to a movie or 
play at the end of the diet period, 

“You won't hurt anyone’s feelings if you are careful 
to act as though you want to improve your appearance 
and are just asking the other girl to join you for com- 
pany, commented one pupil. “If she isn’t interested, 
don't press the point. Keeping her friendship is more 


important than trying to force her to change.” 
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HE LETTER that invites someone to speak should be 

courteous above all else. The writer is the spokesman 
for the audience. A discourteous letter will cause the 
recipient to wonder what kind of reception he would get. 

In turn the speaker's reply should reflect a friendly 
personality. If it lacks warmth. he could certainly be 
suspected of inability to get in harmony with an audi- 
ence, 
Saving the right thing at the right time is always our 
goal. When a speaking engagement is planned. it is 
essential that everyone concerned understand the right 


thing to say and the right time to say it. 


When you ask someone to speak... 


However informal the invitation, always put it in 
writing. And to be sure your letter is clear and com- 
plete. use a check list of items you want to include. For 


example... 


Audience: Let the speaker know whom he'll be ad- 
dressing. 

(He wouldn't talk in the same manner 
to Girl Scouts as he would to business- 
men.) 

Subject: Specify your interests even if you are 

asking him to choose his own subject. 

(A bored audience is the direct result 

of an ill-chosen subject. ) 

Leneth: Mention how long he’s expected to speak. 

(Its discouraging to see an audience 

eradually disappear because an hour- 

long talk is being given to people who 
can stay only half an hour.) 

Where: Give the exact location of the meeting. 

(Chaos develops when a speaker arrives 

at West Fourth Street instead of 1 East 

Sixth Street.) 

When: Give the day of the week. the month and 

date. and the hour. 

(Wednesday. October 14. at 6:30 p.m. 

will alert the speaker to double check if 

he notices that October 14 is a Tuesday +. 

Why: Mention the reason you are asking him 
to speak. 

(A complimentary comment is both 
pleasant and persuasive.) 

Aid: Offer full co-operation before. during. 
and after his appearance. 

(Speakers often appreciate a ride to and 
from the meeting or help in getting props 
ready for a talk.) 

Money: Unless you know it is inappropriate. 
mention the fee or other expenses you 
are prepared lo pay. 

(Many people live on their speaking 
fees. Those who don’t may appreciate 
reimbursement for travel expenses. Some 
who would accept neither might welcome 


Get parks ; ‘ 
a contribution to a favorite charity.) 


When you reply to an invitation to speak... 


You will say Yes, No, or Maybe. 

lf it is Yes. be sure to repeat the date, time, and 
place you'll speak. Also. reaflirm the subject and time 
allowance if they have been specified. Otherwise, men- 
tion the theme of your talk and its length. And. of 
course, express your pleasure at being asked and at 
being able to appear. 

If you say Vo. show that you're sorry and give your 
reason for declining. If it’s because you have a previ- 
ous engagement, repeat the day and date. This will con- 
firm that there is no misunderstanding and will leave the 
door open for an alternative date or time to be suggested. 

If you say Maybe. be sure it is with good reason. 
Otherwise you may give the impression that you're hold- 
ing out for a better offer or waiting to see if something 
more interesting turns up. Three things should be clear 
in a tentative reply: first. the reason you are saving 
Vaybe; second, the fact that youre perfectly willing 
for definite arrangements to be made with another 
speaker: third. the time when you Il be able to give a 
definite } es or No. 


Let's look at some examples of invitations and replies: 


Dear Colonel Jones: 


Since you are one of the country’s best-informed men 
on missiles, we should like to have you speak on the 
make-up of a missile at the Annual Dinner of the Engi- 
neers Club. The dinner will be on Wednesday, June 14, at 
6 p.m. in the University Club, 65 West Fifth Street, here in 
Allenburg. 

We shall be happy to reimburse you for the expense of 
the trip to and from Washington. Also, if you'll let me 
know the time and place of your arrival, I‘ll meet you, as 
well as drive you wherever you wish after the meeting. 

Please let me know whether or not you will be able to 
be with us. 


Sincerely yours, 


Edgar W. Smith 
Program Chairman 


Yes 


Dear Mr. Smith: 


it would be a real pleasure for me to speak at the 
Engineers Club dinner. | appreciate your generous offer 
of travel expenses; however, you needn’t bother about 
them. The Department provides a puklic service budget 
for jus! such occasions as this. 

Much missile information is, of course, classified. But 
I'll plan to talk for about half an hour, giving such infor- 
mation as | can about the make-up of a missile. 

Thank you for giving me the opportunity to be with you. 
| shall arrive at Union Station at 5:30 p.m. and look for- 
ward to seeing you then. 


Sincerely, 


No 


Dear Mr. Smith: 


Thank you very much for your kind invitation to dinner 
on Wednesday evening, June 14. | am indeed sorry to 
say that | can’t be with you. During that week meetings 
are being held here that | must attend. 

Please don’t let this prevent you from asking me on 
another occasion. It would be a real pleasure to come to 
Allenburg. 


Sincerely yours, 


Maybe 


Dear Mr. Smith: 

You are kind to ask me to speak at your Annual Dinner 
on June 14. If | am free | should indeed like to do so. 
However, | know that there is a meeting coming up here 
that | must attend. It will be during June but the date will 
not be definite until around May 15. | don’t like to ask 
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you to wait until then to settle on your speaker, so please 
feel free to make definite plans with someone else. 

However, if the invitation should still be open the 
middle of May, please let me know. Perhaps we can work 
it out so | can attend. If not, | shall be glad to speak at 
some future meeting. 


Sincerely yours, 


Deor Mr. Baker: 


Because you are one of the most interesting and enter 
taining dinner speakers | have had the pleasure of hear 
ing, | realize that you are probably busy and booked far 
ahead. Thus | am writing three months in advance of a 
dinner at which we would like you to be principal speaker 
It is to be held Thursday, November 14, for our Board of 
Directors. 

The hour is 6 p.m. and the place is the Prado Room of 
the Morris Hotel. I‘ll be happy to pick you up about 
5:30 p.m. and drive you there and to your home after- 
ward. The dinner speaker usually talks about an hour, and 
we break up about 9 p.m. 

The members of the Board are from all over the country 
and their interests are varied. Therefore, we invite you to 
choose your own subject. Our business is, as you may 
know, the manufacture of steel tubing. If you wish to avoid 
that subject entirely, please feel free to do so. We shall 
have enough of business at our meeting the following 
day! 
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| look forward to hearing from you and hope that your 
answer will be yes. 












Sincerely, 


John P. Sutton 
Chairman of the Board 


Yes 


Dear Mr. Sutton: 


Your pleasant letter certainly gave me a lift! I've ad 
dressed many gatherings, but this is my first opportunity 
to speak to as distinguished a group as a board of 
directors... 

One subject that has engaged my interest is TV Com 
mercials and How They Grow. Therefore, if you have no 


objection, I'll plan to speak for about an hour on that 
topic. 

Night driving does not appeal to me, so I'll accept your 
offer of a lift back and forth. My office is at 65 State 
Street, and I'll be waiting in front of the building at 


5:30 p.m. on Thursday, November 14. 
Until then, kind regards 


Cordially, 


Vo 


Dear Mr. Sutton: 


If | were to be in town on Thursday, November 14, I'd 
be pleased indeed to address your Board of Directors 














DEAR MR. SPEAKER... 
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dinner. However, I'm sorry to say that the date has been 
specified for a hearing in Washington, and | must attend. 
As you undoubtedly know, hearings are set up well in 
advance to minimize the possibility that the principals 
will have prior commitments. 

Please try me again. Perhaps next time we can find a 
mutually convenient dote. 


Sincerely, 


Maybe 


Dear Mr. Sutton: 


If | am in town on Thursday, November 14, | should very 
much like to speok at your Board of Directors dinner. 
However, | know | must attend a meeting in Harrison 
about that time. Unfortunately, that date will not be 
definite until the early part of September. 

| hesitate to ask you to wait to settle on your speaker 
Therefore, I'd like to suggest that you make other, more 
definite, plans. If you have not done so by early Septem- 
ber, why not contact me again? 

In any case, please think of me when you need a 
speaker in the future. It would be a real pleasure to 
join you. 


Sincerely, 


Dear Mrs. Ellis: 


Your book reviews have always drawn such an enthusi- 
astic response that we'd like to have you do ao program 
for us again this season. 

We meet the first Wednesday of every month at 2:30 
p.m. in the library of the Women’s Club. Except for the 
Sth of January, all the dates are free. Please let me know 
when you can be with us. 

As always, we'll be delighted to drive you to and from 
the station. Also, we understand that you now charge a 
fee for your reviews and should appreciate knowing what 
it is for an hour’s appearance. 


Cordially yours, 


(Mrs.) Eleanor M. Stoddard 
Program Chairman 
Wellstown Mother's Club 


y es 
Dear Mrs. Stoddard: 


It was a real pleasure to receive your invitation to be 
on your program. If your Wednesday, February 4, meet- 
ing is still open, why not put me in for that date. I'll plan 
to arrive about 2 p.m.but since I'll have my own car, you 
needn’‘t worry about chauffeuring me. 

Unless you have another preference, I'll review the two 
best sellers for that week. This should take just about an 
hour, for which the fee is $20. 

Please let me know if this is satisfactory, so | can make 
the date definite on my calendar. 


Cordially, 


N Oo 


Dear Mrs. Stoddard: 


It wes such a pleasure to hear from you that | am 
doubly unhappy to tell you that my Wednesdays ore all 
booked. You see, the Book Club here in Dalton meets 
every Wednesday afternoon and has invited me to appear 
for the entire season. Would it be possible to arrange a 
review for your Club on another day? 

Yes, | do receive a fee now. It is $20 an hour or $35 
for two hours. As you'll perhaps recall, two books can be 
reviewed in an hour. 

| hope to hear from you again if you think a date can 
be worked out for any day other than a Wednesday. 


Cordially, 


Vaybe 


Dear Mrs. Stoddard: 


Thank you for your very kind letter. I‘d certainly like to 
do a program for you this season; however, at the moment 
| can’t give you a definite commitment for your Wednes- 
day meeting time. 

This is the situation . . . The Book Club of Dalton also 


meets the first Wednesday of each month and is consider- 
ing me as permanent reviewer. The decision should be 
final just ofter the first of the month, and | will let you 
know as soon as it is. 

My fee is now $20 an hour. | hope we will be able to 
arrange a date because it’s always a real pleasure to be 
with you. 


Cordially, 


Dear Mr. Carnes: 


You are reputed to be one of our town’s best-informed 
persons on the subject of India. Since we are particularly 
interested in missions in India, we invite you to address 
our Women’s Service League. Would Monday, November 
21, be covenient? We meet from 3 p.m. to 5 p.m., and 
our guests usually speak about an hour and a half. 

| understand that you accompany your talk with films. 
There are facilities for this at our meeting place—the 
Porish Hall at 16 Pearl Street. We'll be happy to arrange 
for a film setup and projectionist for you. 

Perhaps | should have asked first... Do you charge a 
fee? Our maximum budget allowance is $150 for each 
speaker. | do hope this will not prevent you from being 
with us. 

Since | must publish the program for the season by 
September 15, I'd appreciate hearing from you one way 
or the other by September 1. 


Sincerely yours, 


(Mrs.) Jane Davis 
Church of the Good Shepherd 


Yes 
Dear Mrs. Davis: 


Thank you for your kind invitation to speak at your 
meeting on Monday, November 21. It will be convenient 
as well as pleasant to be with you. 

Yes, | do charge a fee but since it is $100 for engage- 
ments here in town, it will pose no problem for your budget. 

It is always well to test the film facilities somewhat in 
advance of meeting time, so I'll plan to be at the 16 Pearl 
Street address at 2 p.m. That will allow time for the pro- 
jectionist and me to get acquainted with each other as 
well as with the equipment. | certainly appreciate your 
making the arrangements and look forward to meeting 
you. 


Sincerely yours, 


No 


Dear Mrs. Davis: 


It was very nice to hear from you, and | wish | could 
say “Yes” to your invitation. However, my standard fee is 
$300 a lecture, which, | realize, would far exceed your 
allowance for a speaker. 

Let me add that | understand the need for budget limi- 
tations and wish | could lower my fee for particularly 
worthy causes. But to do that would throw my own budget 
out of balance—resulting in less traveling and film making. 
I'm sure you appreciate the problems that would pose. 

If the situation changes for either of us in the future, | 
hope that we'll be able to arrange a lecture for your group. 
In the meantime, | extend every good wish for an inter- 
esting season for the League. 


Sincerely yours, 


Vaybe 


Dear Mrs. Davis: 


Thank you for your invitation to address the Women’s 
Service League in your church. It is good to know of the 
interest you take in Indian missions. 

I'd certainly enjoy being with you, but my tentative 
travel schedule has me out of town on Monday, November 
21. If this changes before September 1, I'll be sure to get 
in touch with you. Or perhaps there is another open date 
on your calendar. If so, | should be happy to try to make 
it then. 

My fee will be no problem since it is only $125. Please 
let me know if you feel we can work out a convenient date. 
And thank you again for contacting me. 


Sincerely yours, 
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GOOD LOOKS SECTION 


For siesta or fiesta — tapered 
pants topped by a “‘split 
level’ blouse. For interest; 
“solid” pants, print blouse. 
McCall's Pattern #5376. 





A. A jacket — to wear on many a day, its poten- 
tial unlimited. Chanel-inspired cardigan 

in natural slubbed cotton that reverses to a 

gay print. By Sylvia of Glentex. $8. 


B. Bathing suit and cover-up — to make. Jacket 
is in a “solid” fabric, its lining printed in the 
same batik fabric as the suit. McCall's 

Pattern #5455. Sizes 10-18. 


C. Shorts plus matching skirt — to go from 
beach to town. Cone Denim — in blue, of course — 
embroidered in pink or yellow. Add your own 
blouse and sash. By Wipette in sizes 7-15, 

8-16. Shorts $6, Skirt $8. 


D. A bathing suit — to sun and swim in, By 
Sea B's in figure shaping Fabulastic. Over-all 
floral print in black, white, or coral on white. 

Sizes 10-16, $17.95. 


E. A beautiful basic — to be a summer stand-by. 


Slim, sleeveless, a closet ‘‘joy"’ that takes 
to varied accessories. By Guy D in Cone 
Scarboro, a washable cotton. 3-15, About $35. 











UMER IS ICUMEN IN.” rhapsodized the poet long 

ago . .. and summer indeed is coming in once 

again. A season of lazy days, sun-drenched 
beaches. pine-scented mountains, starry evenings. A 
season of leisure and fun . and a season of hot. hot 
weather. 

This last note can cause havoc with feminine looks 
and attitudes. Shiny noses. limp curls, wilted dresses. 
smeary make-up are the identifying marks of too many 
girls. who in other—cooler—seasons. look as pretty as 
the proverbial pictures. Somehow, with the coming of 
heat. beauty and comfort disappear. Too bad. because 
it needn't be so. 

You can look pretty, feel pretty, even though the ther- 


mometer hovers in the nineties. How? Take note . 


@ First step in being a summer beauty is the soap and 
water routine. What better way to set yourself up for 
the warm hours ahead than a refreshing shower as soon 
as you awake? Another shower or tubbing will give you 
that extra sparkle before your evening date. Or if it’s 
to be a night at home. try a long, leisurely bath. com- 
plete with bubbles and froth. In all cases. the water 
should be warm, never hot. never cold. Relax complete- 
ly. then cleanse thoroughly. Pat yourself dry—the brisk 
rubdown with a towel is fine for the winter. just makes 
you warmer in the summer. Follow through with a dust- 
ing of fragrant powder. perhaps Pond’s new Dream 
flower Tale. You'll be cool. comfortable. ready to tackle 
anything. 

@ Deodorants and anti-perspirants assume immense 
importance in the summer months. Use a good one two 
or three times a day for flower freshness. (An extra 
bottle or jar can be tucked away in your desk drawer.) 

@ That crowning glory can look anything but glori- 
ous during a heat wave. Helps in avoiding that droopy 
look: a short, sleek hairdo based on proper cutting; a 
vood permanent. For “long hairs.” a French twist or 
knot. plus hair spray to keep wispy ends in place. To 
keep hair shining clean, shampoo as often as necessary, 
even if this means an every-other-day sudsing. (There's 
absolutely no truth in the old tale that frequent washing 
harms hair.) At the beach, a head covering is essential 
mark well the effect of a zany beach hat as a pretty 
camouflage for newly set pin curls. After a day in the 
sun, a thorough shampoo to remove all traces of per- 
spiration and salt water. Follow through with a cream 
rinse for soft, manageable locks. 

@ Bare-legged fashions call for smooth fuzz-free legs. 
Try an electric shaver—the Lady Remington is a beauty 

for quick and easy good grooming. Use a soothing lo- 
tion—Lady Esther's Hand and Body Lotion is a good 
instance—for silky skin. 

@ Pump bumps—and who among us hasn't fallen heir 
to this problem at one time or another—will vanish with 
an every night application of Vaseline Petroleum Jelly. 

@ Hands achieve new prominence with summer fash- 
ions. To complement that tan, try a lighter shade of nail 
polish in the coral or pink families. “(Deep reds belong 
to the winter months.) For use before the manicure 
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Mani Magic. Paquin’s new cuticle remover, a cream 
that’s applied directly to the cuticle. Removes stubborn 
stains. too. 

@ Coral takes to the lips as well. Witness Revlon’s 
“Pango Peach.” Helena Rubinstein’s “Shell Coral.” “Sun 
Coral.” “Fire Coral.” All seem to have just the right 
touch with pretty cottons, blend perfectly with a tan. 
lo look cool, you must feel cool and that means wearing 
less make-up in softer colors. 

* Basis of a sood complexion, a clean complexion. 
Yet many a girl who starts out the day with a spotless 
skin ends it with a soiled one, thanks to a grimy powder 
puff. One solution: Puff-ets, a many-layered puff. sized to 
fit all compacts. Apply your powder-—lightly, please. re- 
member its hot—then peel away the used layer and 
presto ...a new clean puff. 

@ To tan or not to tan—the inevitable summertime 
question. If you can’t or wont. be pale—and proud. 
Use a sun-proof lotion, wear a broad-brimmed beach 
hat. Use light make-up, the palest of lipsticks. Make 
vours the “fragile look” in contrast to the dark-skinned 
beauties. 

@ Sun worshippers, on the other hand, may follow 
several different courses. All call for liberal use of a 
good lotion to screen out burning rays, prevent skin 
dryness. One approach might be a cream “with tint 
added”—Charles of the Ritz Sun Bronze, for example. 
Look tan as you get tan. Another might call for the new 
Man-Tan or Positan; both give you a golden glow with- 
out the need for sun. They won't wash off. just wear 
well—and exposure to the sun hastens the tanning effect. 

Our last words on the subject: don't get too dark. It’s 
aging. bad for the skin, and strictly unfeminine. Leave 
the mahogany tones to the lifeguards. “It looks good 
on them.” 

@ The eyes have it—even at the beach. Keep yours 
sparkling by wearing sun glasses (the right shape can 
do wonders for your face as well) and by the judicious 
use of eye drops during the day (no more dry, burning 
eyes for you). For those who love to swim, but must 
add color to lashes and brows, mascara, and for glamour. 
a bright colored liquid eyeliner—both waterproof. 

@ Let's not neglect the ears and their adornment. 
What can be prettier than summer earrings .. . but what 
can be more uncomfortable than the itching and redness 
produced by metal pinching overheated skin. To avoid 
such catastrophe: a trip to your local department store 
and the purchase of an Earring Comfee Case. Inside. a 
baker's dozen—thirteen pairs of tiny vinyl foam earring 
cushions, fashioned to fit every earring style. Invisible 
protection to eliminate pinching, slipping. allergies. 

@ Gilding the lily—or just making it smell sweeter 
the summertime essentials, perfume and cologne. For icy 
refreshment, keep a bottle of your favorite scent in the 
refrigerator—apply generously and watch the tempera- 
ture drop. Another bottle in your desk drawer. of course 
—the oflice staff will smile as you walk by. Try a lighter 
scent for summer—Monico’s Christmas in July is one. 

Summertime . and the living is easy. And pretty. 
for those who take a little time and care. 
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@ Topay’s seckeTary, like today's homemaker, is ex- 
pected to perform many more functions than her name 
would seem to imply. The bright miss who lands a job 
as “girl Friday” soon finds herself “girl Monday- 
through-Friday.” buried under a load of social as well 
as strictly business duties. 

Because of this trend, a secretary s skills no longer 
stop at typing, filing, and shorthand. She must be a 
houncer, a nurse, and an amateur psychologist. From 
9 to 5 she must look after her boss and his needs—even 
to reminding him about small details. 

One of the best ways to look after your boss is to 
make sure that his health is good. You'll reap a double 
bonus if it is. A man who is feeling under par is likely 
to show it by barking and snarling—or making requests 
that he knows are impossible to 
meet. 

There are three ways to keep 
vour boss healthy during olflice 
hours and each way requires dis- 
cretion and tact. First. bear in 
mind that he’s working under a 
good deal of pressure. It's your 
job to relieve tension whenever 
vou can. One of the ways vou can 
do that. of course. is to prevent 
extra problems from reaching him, 
particularly those vou can handle 
yourself. 

Undoubtedly. vou've already 
established vourself as a guard to 
vour boss’ inner sanctum. You 
siphon phone calls and_ callers. 
sorting wheat from chaff. before 
the Big Man receives either. Per- 
haps you even have a list of people 


who will or won t be received. If 


Cam 


this is the case. good. But it can 
be better. On “off” days. when 
vour boss is bogged down, under the weather, or what- 
have-you, it's your place to suggest that he take no calls, 
except for a few that he may want to make. 
Ordinarily, he may speak to Sam Friendly. his old 
college chum, who likes to call and shoot the breeze for 
fifteen minutes or so. It’s a break in the daily routine. 


But on deadline days or “let’s-get-caught-up” days, 
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Sam’s well-intentioned phone call may prove to be a 
stumbling block to progress. A pleasant, “Mr. Friendly ? 
Mr. Big left word that he’d call you himself, tomorrow,” 
will do the trick, without ending a beautiful friendship. 

People who drop into the office without appointments 
are persona non grata in many businesses. But perhaps 
your boss is the outgoing, no-standing-on-ceremony 
type. You can't very well revamp his personality—but 
you can suggest on days that threaten to be busy that 
you will set up future appointments for all the unex- 
pected callers who pop in that day. 

Thus, when Jack Goodfellow barges through the re- 
ception room door, you can approach him, pencil and 
pad in hand, and say something like: “Mr. Big did want 


to see you and suggested that you might come in next 


PHOTO FLORIDA CITRUS COMMISSION Tuesday at 10. if that’s conven- 


ient.” Prepare yourself for a 
blustery, “Why can’t I see him 
now?” Your answer, given with a 
smile. “Well, Ud ask you to wait. 
but | know it will be hours before 
he’s free.” If he persists on perch- 
ing in front of Mr. Big’s door, 
your best bet is to capitulate. 
Enter the inner sanctum and tell 
your boss what has happened. 
Then let him carry it from there. 

The second way that you can 
keep your boss healthy is by tak- 
ing the appellation “chief cook 
and bottle washer” seriously. May- 
be he’s a coffee-break man and 
maybe he’s not. Either way, it’s 
your job to be the hostess when 
refreshments are in order. 

Recent statistics released by the 
Society of Actuaries point to the 
alarming fact that most people are 
overweight. Surplus avoirdupois 
plus pressures from work often add up to dangerous ills, 
notably. heart attacks. 

If you know your boss skips breakfast (often evident 
by the way he wolfs doughnuts and coffee as soon as he 
gets into the office), its your job to add balance to his 
coffee break—fast. Suggest that he might like some 


fresh Florida orange juice with (Continued on page 55) 
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The results of the 


Alt 


ANNUAL 


OGA 


CONTEST 


BY FLORENCE ELAINE ULRICH, 


Director, Gregg Awards Department 





VONGRATULATIONS—to all 
and thank 


vou to all the teachers. students. 


the winners... 


secretaries, and shorthand writers 
everyw here who entered this con- 
test to make it one of the biggest 
and best we have ever held. 
-You've all done a wonderful 
job. and we won't tire of saying 
so-—in shorthand or any other 


language 





GRAND PRIZE/Saint Anne Academy, Montreal. 


STUDENT DIVISION 


Sharon Larkin 


2ND PLACE 


Ruthie Matsumoto 


1ST PLACE 


TEACHER DIVISION 





om 
Dr. Lloyd Q. Larse J. A. Azegami 
iST PLACE 2ND PLACE 


STENOGRAPHIC DIVISION 






ms 
Carmen D. Camacho 


1ST PLACE 





Quebec, Canada 





Fuang Nang Yoe 
2ND PLACE 


GRAND PRIZE 








Alice E. Kasparian 





Karen Hajek 


3RD PLACE 





Sr. M. Jean Robert 
3RD PLACE 





Janet K. Faulds Mrs. Carol G. Daniels 
3RD PLACE TIE 3RD PLACE TIE 
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SCHOOL DIVISION WINNERS 


GRAND PRIZE 


Silver Loving Cup to the School and a $100 U. S. 
Savings Bond to the Teachers 
Saint Anne Academy, Montreal, Quebec, Canada; Sisters Mary Monique 
du Rosaire, Secretarial Dept. Supervisor, Mary Madeleine du Cal- 
vaire, Mary Therese de la Providence, Mary Rose Paulina, Gerard 
Marie, Lucien Marie and Mary Davidica, teachers 


DIVISIONAL PRIZES 


Top Places 
First-Prize Trophy Cup to the School, and a $25 U. S. Savings Bond 
to the Teacher or Group of Teachers 
Pesntic Hicu Scuoor Division: Wallace Rider Farrington High School, 
Honolulu, Hawaii; Setsu) Sakata, Florence Yamada, Lorna Urata 
and Mrs. May Ching, teachers 
ParnocutaL ScHoon Division: Saint Joseph High School, Lowell, Massa 
chusetts; Sr. Saint-Matthieu, teacher 
CoLtveciatre Division: Oregon State College, Corvallis, Oregon; Dr 
Lloyd Q. Larse, Hilda M. Jones, Louise J. Orner and Edward A 
Perkins, Jr., teachers 
INTERNATIONAL Daviston: Driscoll College, Quebec, P. Q., Canada 
Dr. Alma Driscoll, Huguette Bedard, Marilyn Driscoll, Georgette 
Beaupre and Carolyn Robinson, teachers 
PROFESSIONAL SECRETARY Division: Interstate Life & Accident Insurance 
Company, Chattanooga, Tennessee; Mrs. Edna Springfield, Manager, 
Central Stenographic Dept. 


Second-Prize Wall Plaque to the School, and a personal prize, 
“Stik ‘N’ Lik,” a beautiful leather pen stand with compartments 
for stamps and Scotch tape, to the Teacher or Teachers 

Pusntic Hicnu Scuoor Division: High School, Marysville, Kansas; Irene 
Creager, teacher 

PanocutaL ScHoo.t Diviston: Catholic High School, Altoona, Pennsyl 
vania; Sisters M. Germaine and M. Lois, teachers 

CoLLeciAte Wiviston: Hesser Business College, Manchester, New Hamp- 
shire; Mildred Goff, teacher 

INTERNATIONAL Diviston: St. Mary’s Academy, Windsor, Ontario, Can- 
ada; Sr. Eulalie of Rome, teacher 


Third-Prize Wall Plaque to the School and OGA Charm Bracelet 
or Esterbrook Fountain Pen Desk Set to the Teacher or Teachers 
Pusiic Hicu Scuoor Division: High School, Shinnston, West Virginia; 
Irs. Velma Love, teacher 
PanocuiaAL ScHoot Division: Maria Assumpta Academy, Petersham, 
Massachusetts; Sr. Agnes-du-Sauveur, teacher 
CoLiLeciaATEe Division: North Carolina College, Durham, North Carolina; 
John V. Turner, teacher 


INTERNATIONAL Division: International Institute of Gregg Shorthand, 
Osaka, Japan; J. A. Azegami, teacher 


PRIZE—SCHOOL BANNERS 


Next Five Places 
Banner to the School, and an OGA Charm Bracelet 

or Esterbrook Fountain Pen Desk Set to the Teacher or Teachers 
Pustic Hicn Scuoor Division: High School, Concord, New Hampshire; 

Mrs. Flora K. Campbell and Mrs. Patricia Pike, teachers 

High School, Everett, Washington; Rita M. Reel, teacher 

(tied with ) 

High School, Wenatchee, Washington; Cathleen Babcock, teacher 

Roosevelt High School, Honolulu, Hawaii; Kathryn Donovan, teacher 

High School, Kingwood, West Virginia; Virginia Fairfax, teacher 

High School, Bloomfield, lowa; Vera Ritzinger, teacher 


PanocuiAL ScHoot Division: Immaculate Heart of Mary Academy, 
Buffalo, New York; Sisters Mary Liliose and Mary Louise, teachers 
Notre Dame High School, Southbridge, Massachusetts; Sr. Maric- 
de-Lourdes, teacher 
Central Catholic High School, Billings, Montana; Sr. Ann Jeannette, 
teacher 
Assumption High School, Davenport, Iowa; Sr. Mary St. Monica, 
teacher 
St. Mary Cathedral High School, Lansing, Michigan, Sr. Alice 
Jerome, teacher 

(tied with ) 
Immaculata Academy, Hamburg, New York; Sr. M. Prudence, 
teacher 


CoLtLeciAtTe Division: East Carolina College, Greenville, North Caro- 
lina; Audrey V. Dempsey, Lena C. Ellis and James L. White, teachers 
Orange Coast College, Costa Mesa, California; Alice E. Kasparian, 
teacher 
Manchester College, North Manchester, Indiana; Dorothy W. John- 
son, teacher 
State Teachers College, Bloomsburg, Pennsylvania; Walter S. Rygiel, 
teacher 
Lamar State College of Technology, Beaumont, Texas; Shirley 

Thompson and Mrs. Jeannette Vaughn, teachers 














INTERNATIONAL Division: St. Mary’s Academy, Colon, Republic of 
Panama; Sr. M. Stanislaus, teacher 
St. Angela Academy, Montreal, Quebec, Canada; Sr. Mary Ernes- 
tine, teacher 
Colegio Paulino de San José, Colon, Republic of Panama; Sister M 
Lionel, teacher . 
St. Michael’s Institution, Ipoh, Perak, Malaya; Bro. Lewis, teacher 
University of San Carlos, Cebu City, Philippines; Perfecta Guangco, 
teacher 


TODAY’S SECRETARY 


INDIVIDUAL WINNERS 


GRAND PRIZE 


Silver Loving Cup 
Alice E. Kasparian, Orange Coast College, Costa Mesa, California 


STUDENT DIVISION 
Top Places 


Finst Prace—Silver Loving Cup—Ruthie Matsumoto, High School, 
Arroyo Grande, California 

Seconp PLace—Second-Place Wall Plaque—Sharon Larkin, High School, 
Marysville, Kansas 

Puinp PLrace—Third-Place Wall Plagque—Karen Hajek, Cody High School, 
Detroit, Michigan 


Next Ten Places 
OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 


Rosemary Schneiderbauer, Catholic High School, Altoona, Pennsylvania 

Jeanne Belisle, Precious Blood High School, Holyoke, Massachusetts 

Joyce Elliott, St. Joseph High School, Lowell, Massachusetts 

Patsy Clark, Louisburg College, Louisburg, North Carolina 

Patricia Bandura, Township High School, Streator, [linois 

Diane Marsac, Orange Coast College, Costa Mesa, California 

Marilyn Fox, St. Mary Cathedral High School, Lansing, Michigan 

Patricia Humphrey, St. Mary Cathedral High School, Lansing, Michigan 

Naney Adele Cross, East Carolina College, Greenville, North Carolina 

Jacqueline N. Fellows, Hesser Business College, Manchester, New Hamp 
shire 


TEACHER DIVISION 
Top Places 


Finsr PLrace—Silver Loving Cup—Dr. Lloyd Q. Larse, Oregon State Col 
lege, Corvallis, Oregon 

Seconn PLAce—Second-Place Wall Plaque—J. A. Azegami, International 
Institute of Gregg Shorthand, Osaka, Japan 

Thump Prace—Third-Place Wall Plaque—Sr. M. Jean Robert, St. Thomas 
Aquinas College, Ottawa, Ontario, Canada 


Next Ten Places 
OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 


Huguette Bedard, Driscoll College, Quebec, P.Q., Canada 

Mrs. Katherine S. Pliscof, High School, Ford City, Pennsylvania 

Wilma Weston, High School, Montclair, California 

Ruth Harmer, High School, Shelbyville, Illinois 

Mrs. Alma Lee Hacker, High School, Beason, Illinois 

Margaret G. Juckett, Monmouth College, West Long Branch, New Jersey 

Mrs. Edna Chipman, Capuchino High School, San Bruno, California 

Sylvia Yap, Radford High School, Honolulu, Hawaii 

Georgette Beaupre, Driscoll College, Quebec, P.Q., Canada 

Maureen C. MacDonald, Composite High School, Knowlton, Quebec, 
Canada 


STENOGRAPHER DIVISION 
Top Places 


First PLace—Silver Loving Cup—Carmen D. Camacho, Caribbean Army 
& Air Force Exchange Service, Panama, Fort Clayton, Canal Zone 
SECOND PLACE Second-Place Wall Plaque Fuang Nang Yoe, Aden Air- 
ways, Ltd., Crater, Aden, Arabia 
Tninp PLace—Third-Place Wall Plaque—Mrs. Carol G. Daniels, 738 
Tennis Avenue, Ardsley, Pennsylvania 
(tied with ) 
Janet K. Faulds, 138 N. Pass Avenue, Burbank, California 


Next Ten Places 
OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 


Karim Khalaf, American Life Insurance Company, P.O. Box 2547, 
Beirut, Lebanon 

S. Sivanantham, c/o P. T. Stanvac Indonesia, Teromolpos 22, Dj. Labuan 
10, Medan, Sumatra, Indonesia 

Petronia V. Tria, Agricultural Inf. Div., Dept. of Agric. & Natural Re- 
sources, Diliman, Quezon City, Philippines 

Poonsri Manohawratat, Oregon State College Advisory Staff, Kasetsart 
University, Bangkhen, Bangkok, Thailand 

Betty Joyce Tomlinson, Urwick, Currie Limited, Toronto, Ontario, Canada 

Mrs. Myrtle Dobbs, 9419 35th Avenue, N.E., Seattle 15, Washington 

Betty Sue Rexrode, Clifton Forge-Waynesboro Telephone Company, 
Staunton, Virginia 

Elaine Neubecker, Route +1, Box 147, West Branch, Michigan 

Ann Runion, Armed Forces Experimental Training Activity, Camp Peary, 
Williamsburg, Virginia 

E. Albuquerque, No. 9 Still Road, Singapore 15 


FIRST PLACE /Professional Secretary Division 
interstate Life & Accident Insurance Company, Chattanooga, Tennessee 






























































































































High School, Bangor, Senior High School, M.S. Hershey Jr.-S: 


RUNNERS-UP—aLL SCHOOL DiviISIONS 





























Maine; Mrs. Doro- Grand Island, Ne- High School, Her- 
HONORABLE MENTION BANNER (listed geographically) thy E. Lord, teacher braska; Mrs. Doris shey, Pennsylvania; 
B.M.C. Durfee High J. Russell, teacher Joseph E. Sopko, 
Sacred Heart Academy, Canada; Sr. Gérard Alvernia High School, School, Fall River, Pinkerton Academy, Barbara A. Shoener 
Cullman, Alabama; de Marie, teacher Chicago, Illinois: Massachusetts; Derry Village, New and James F. McEl- 
Sr. Mary Lourdes, St. Anne Academy, Sisters Cecilia Maric Katherine L. Ho- Hampshire; Donald rath, teachers 
teacher Rawdon, Montcalm, and M. Nicoline, gan, teacher H. Peterson, teacher A. D. Eisenhower 
Franklin Senior High P,Q., Canada; Sis- teachers Precious Blood High High School, Somers- High School, Nor- 
School, Stockton, ters Marie Laure Angel Guardian High School, Holyoke, worth, New Hamp- ristown, Pennsylva- 
California; Mrs. Therese and M, School, Chicago, Massachusetts; shire; Martha A. Le- nia; Mrs. Edna E 
Ruth Davis, Mrs. Bernard of Sienna, Illinois; Sr. M. Mat- Sisters Marie Per- febvre, teacher Rundle, teacher 
Gladys Rhodes and teachers thew, teacher petue and Liliane- St. Joseph High School, Cardinal Dougherty 
Joyce Leners, teach- Holy Angels Academy, Good Counsel High Marie, teachers Camden, New Jer- High School, Phila- 
ers St. Jerome, Terre- School, Chicago, Saint Joseph Academy, sey; Sr. Mary Pa- delphia, Pennsylva- 
Our Lady of Perpetual bonne, P. Q., Can- Illinois; Sr. Mary Salem, Massachu- tience, teacher nia; Sisters Catha- 
felp Commercial ada; Sr. Marie Reine Doloretta, teacher setts; Sisters Marie- Catholic High School, rine Anita, Miriam 
School, Hanna, Al- de St. Joseph, Lourdes High School, de-la Redemption Gloucester, New Loyola, Marie Law- 
berta, Canada; Sr. teacher Chicago, Illinois; and Lucille-Marie, Jersey; Sr. Ann rence, Elizabeth 
Mary Alphonsus, Holy Cross Business Sr. Mary Luella, teachers Elizabeth, teacher Ann, Euphrosyne, 
Principal College, St. Laurent, teacher Atlantic Union Col- Bishop Colton High Ann Agnes, Charles 
St. Joseph’s School, P. Q., Cc anada; Sr. St. Gregory High lege, South Lancas- School, Buffalo, New Immaculate and Ir- 
Lethbridge, Alberta, Mary Leo of the School, Chicago, ter. Massachusetts: York; Sisters Mary ma Rosarii, teachers 
Canada; Sr. Mary S.H., teacher Illinois: Sr. M. Mrs. Gertrude Gib- Simplicia and Mary Penn Hills High 
Joan, teacher Regional School Num- Charlotte, teacher son, teacher Benedette, teachers School, Pittsburgh, 
St. Thomas Aquinas ber Seven, Winsted, Township High School, Cody High School, Catholic Academy, Pennsylvania; Mrs 
College, Ottawa, Connecticut; Mrs. Streator, Illinois; Detroit, Michigan; Utica, New York; Helen M. Saunders, 
Ontario, Canada; Evelyn J. Badger, Clare M. Louis Vera Gustafson, El- Sister Helen, teacher Mrs. Kathryn Cu- 
Sr. M. Jean-Robert, teacher teacher sie Manley, Mary Central School, Water- nard and Harold 
teacher Maui Technical School, Tilghman High School, Smith, Hedwig Tay- ville, New York; Peebles, teachers 
Our Lady of the Sac- Kahului, Maui, Ha- Paducah, Kentucky; lor, Shirley Wyatt Mrs. Catherine c. Elizabeth Brant School 
red Heart Convent, waii; Mrs. Jessie Mrs. Margarct Wat- and Wanda Young, Manion, teacher of Business, Staun- 
Ottawa, Ontario, Muramaru, teacher son, teacher teachers Blanton’s Business ton, Virginia; Mrs 
College, Asheville, Elizabeth Brant, 
North Carolina; Mrs. teacher 
Oline Peck, teacher Holy Angels High 
Louisburg College, School. Seattle. 
Louisburg, North Washington; Sr. 
Carolina; Adelaid« Maria Goretti, teach- 
SECOND PLACE/Collegiate Division/ Hesser Business College, Manchester, New Hampshire Johnson, teacher er 
St. Mary High School, High School, Toppen- 
Cincinnati, Ohio; ish, Washington; 
Sr. Miriam, teacher Elsie Tittsworth, 
Garfield Heights High teacher 
School, Cleveland, gis gh | 00 
Ohio; Anne Neville, a High ws a 
teacher S j ) ‘ 
Blue Mountain Joint en ~ on 
High School, Cres- High School, Stough- 
sona, Pennsylvania; 
ton, Wisconsin; 


Bette Gibson, teach- Catemnes Millen tal 


Mabel A. Anderson, 


eT 
Senior High School, teachers 


Easton, Pennsylva- 


nia: Ml Kathryn Park Parade Second 
Newman, Chairman, ary Intermediate 
Jessie I. Franken- School, Belfast, 
field, Edith A. Al- Northern Ireland; 
bright and Mary Jean K Lyons, 
Schroeder, teachers teacher 

Divine Redeemer Saint Joseph College, 
Academy, Eliza- Maasin, Leyte, Phil- 
beth, Pennsylvania; ippines; Sr. M. Le 
Sr Mary Alice, ticia Rodriguez, 
teacher teacher 
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SECOND PLACE/Parochial School Division/ Altoona Catholic High School, Altoona, Pennsylvania 
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Much has been written about the 
New York skyline and the special 
beauty it takes on at night. There have 
been many descriptions of the skeleton- 
like appearance of the tall buildings 
through whose windows white lights 
glow brightly and are mirrored in the 
nearby river. 

There is a limit to the physical de- 
scription that can be given to any view, 
no matter how lovely. But when it 
comes to describing the impression the 
view makes on different people, the 
only limitation of the description is the 
number of people who have seen and 
felt the sight. 

A young girl standing on the cliffs 
across the Hudson from the giant city 
will be awed by the striking beauty of 
of a million lights. Perhaps, she might 
dream of success and a glamorous 
future and the time when some of those 
bright lights might spell out her name 
on a theater marquee. 

An intern, watching the lights from 
the window of a hospital, might ponder 
about life, wondering at the coldness of 
the lights as they blink on and off, in- 
different to the sufferings of humanity 
and unconcerned about the newborn 
lying in the nursery. 

An older person will think of things 
past, perhaps regretting some mistakes 
or recalling happy experiences. They 
might recapture some of the energy and 
life which the lights have transmitted 
to them. Realizing that there is still 
hope to make amends where necessary 
or to fulfill dreams they once had, they 
will feel comforted. 

Tourists from all over our country 
and the world seek places from which 
they can view the city that’ is never 
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completely still. They talk excitedly 
about the beauty of the skyline and 
wonder where it ends. They point from 
one direction to the other and insist 
that the city extends into the very 
ocean. 

Children, too, like seeing all the 
lights, but they will not usually watch 
them for long. They do not have the 
composure of adults who forget them- 
selves and their everyday problems as 
they look into the whirl of brightness 
before them. Children would prefer to 
be in the city itself, joining the bus- 
tling crowd that hurries late into the 
night. 

A child walking through this city at 
night would perhaps ask his parents if 
nighttime came here. He would find it 
dificult to understand why people are 
still going to and from work during the 
night and why all the lights are lit. 
He is used to his own town, where most 
folks are asleep by at least eleven and 
where they seldom hear footsteps dur- 
ing the night. 

Even his parents would find it hard 
to explain this complex place, with its 
many types of people, from writers and 
artists and musicians and actors to me- 
chanics and milkmen and housewives, 
all rubbing elbows as they go about 
their daily business. 

The excitement of the city itself 
offers entertainment, but the dreamlike 
atmosphere of watching the skyline 
from a distance can have its pleasure, 
too. The bright lights can mean any- 
thing one wants. It all depends on who 
is watching them and how he is af- 
fected. But seldom, if ever, does one go 
away from them feeling nothing. 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Gail Paisley 
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DATA ABOUT DIAMONDS 


Do you know what to look for in a diamond? Four words 


beginning with C give you the clues: 


¢ Carat is the unit of weight. A carat is divided into 100 
points. When a jeweler refers to a “25-point stone,’ he means 


that it weighs a quarter of a carat. 


e Cut refers to the shape of the diamond and the ar- 
rangement of the facets, the small planes that reflect light. 

¢ Color of the diamond is clear like a drop of pure water. 
However. the diamond picks up and reflects every color within 
its range. Diamonds with any tinge of blue are very rare, 


thus putting them in a high-price bracket. 


¢ Clarity means absence of carbon spots, fissures, or 
noticeable flaws. Diamonds showing no flaws under a glass 
that magnifies ten times are rated perfect and priced accord- 
ingly. A tiny flaw that cannot be seen with the naked eye 
will not affect the beauty of the diamond but will be a price- 


setting factor. 
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JUNIOR 
OAT 


(Order of Artistic Typists) 


Here's your chance to show 
your ingenuity as a typist: Arrange 
this article on diamonds as attractively 


as you can on a sheet of plain paper. 


Your finished product should be 

(1) well placed, (2) neat. 

(3) correctly spelled and punctuated, 
and (4) accurately typed—without 
strikeovers or typographical errors 





TO GET YOUR AWARD 


Mail your werk to the Gregg Awards 
Department (16th Floor, 330 West 
$2 Street. New York 36. New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
e Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ Test ap- 
plications received without fees are 
held thirty days only. ¢ Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 
cordance with the rules.” ¢ June copy 
is good as membership tests for OAT, 
CT (page 46). and OGA Awards until 
September 25. 1960. 
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You may use either plain paper ot 
letterhead to type this letter, 
However, type carefully. and 
be sure to make all the corrections 
indicated in the rough draft. 


The letter may be retyped until 
you feel that the copy you 

are submitting represents your 
very best work 
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TRANSCRIPTION CORNER 


Ere you put away your typewriter to roam to 
faraway places, we have two more letters for you 
to correct. The errors are varied, so read care- 
fully. You'll find our answers on page 61, 


v 


Dear Miss Mayer: 


Though an oversight, your letter of 
September 25 requesting that we change 
your address from Cincinati, Ohio to 
Pittsburg, Pennsylvania was not properly 
processed. a result, your copies of 
MODERN WOMAN have been sent to Cincinati 
for the past few months. 


" 
AS 


Would you let us know if the misad- 
dressed copies were forewarded to you. 
If no, please tell us which copies you 
did not receive, and we will neither ex- 
tend your subscription or send you the 
missing magazines. 


We are sorry for any inconvenience 
this oversight may have caused you. How- 
ever, as soon as we here from you, we 
will make any ajustment on your subscrip-= 
tion that you wish, 


Cordially yours, 


+++ 


Dear Mr. Farrell: 

This letter may seem to be some what 
out of season, but we want to be sure 
that your heating equipment will be in 
first class condition when you need it in 
a few months. 


I am enclosing an agreement similiar 
to the one we had with your last year. 
You will notice that we give you a choice 
of 2 plans. Under 1 plan we over-haul 
your furnace at the start of the season 
but provide additional service when we are 
called only. The other plan assures you 
of periodic service calls for the entire 
season without any extra charge. Regard- 
less of which plan you prefer, act now so 
that you will not be put to any inconven- 
ience when the warm weather starts. 


If you will sign and will return the 
enclosed agreement indicating the plan 
you prefer, we will meet your service 
requirements as soon as possible. 


Sincerely yours, 


June. 1960 


'PINESSE (meaning): 





GLOSSARY AND VOCABULARY BOOSTER 


IT ALL ADDS UP--page 48 
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subtract 
eccentric 
inevitable 
spectacles 
finesse! 
Suspiciously 
tolerable 
predecessor? 
disillusioning 


abandoned 
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i, unselfish 


TRUANT=--page 51 


notations 
— breathless 
nl radiant 
le cheerily 
——— ritwl 
ya galoshes 
e coincides 
ia OS treasurer 
———_—C menacing 
Vy forbids 
of sandwich 
wsormel longhand 
switchboard 


cont inuous 


out put 


subtle discrimination; 
delicate skill; refinement 


2PREDECESSOR (spelling): 


successor; 
professor, processor 


SFEAT (meaning): a deed notable especially 
for courage (DO NOT CONFUSE with feet, 
the part of man upon which he stands 
and moves! ) 
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CHIEF COOK 
AND BOTTLE WASHER 


(Continued from page 39) 





his coffee. If he replies, “Just the coffee,” 
order the juice anyway... plus one for 
vourself. A pleasant “They must have 
made a mistake, Mr. Big, they sent two 
containers of would 


like some after all?” won't get vou fired 


orange juice, vou 


and it will provide him with the neces- 
sary Vitamins and nutriments, as well as 
quick energy. 

Orange juice, in fact. is the clue to 
better health all around. Everyone knows 
its the best source of vitamin C—the one 
vitamin the body cannot store. But it also 
supplies 


important chemicals 


sugar. 
iron, copper. and potassium at an amaz- 
ing saving of calories. 

Because of its high nutritional value 
nd its relatively low calorie level. it has 
heen substituted for morning and after- 


coffee breaks in large com- 


The * 


sense tol 


noon 


many 
panies. orange juice pick-up” makes 


you. too. of course, as a vlance 


inv calorie chart will tell vou. 

s one last way to keep Mr. Big 
the peak of good health. You must be 

ready Nightingale. If 


vour ofhice doesn't have a central 


Phere’ 


to play Floren e 


infirm- 
iry or supply of first aid items. it's your 


ol to provide one. \ cigar box will hold 
] 


r+vou need 


aspirin, band aids, antacid 


re nedies, cold tablets. cough drops. eve 


rops. If vour boss is on a diet of pills, 


or whatever reason. you should know the 
"s to take them 


mes he and appear 


his desk with a glass of cold water at 
he proper moments. 

\t the sign of a sniffle or the first 
wh-hoo” of a cold, supply tissues. cold 


blets. and keep plenty o! 


mind, 


liquids on 


p. Bear in that Mr. Big’s 


Loo, 


emper may be short when he has a cold. 


J 









needn t play hide-and-seek. but do 


» 


lo keep out ot his way. Misery loves 
Your 


inding of your boss is your best cuide 


mpany. but not always. under- 


{ Short Guide to 
(When-to 


Reminding 
ind When-not-to) 


Do Remind . 


out appointments he keep, 


must 


ne. 1960 


whether with clients, customers. his bar- 


ber. or doctor. 


About returning phone calls. This can be 
done by suggesting that you get Mr. VIP 
on the phone for him, or by adding a 


personal comment: “Your 


sister-in-law 
called and asked to speak to you. She has 
such a lovely telephone voice. Shall I 


get her on the wire?” 


About remembering his wife’s. daughter’s, 


mother’s birthday: about 


anniversaries, 
weddings, etc. You can be subtle though 


—“Whatever are you going to get your 


wife for your twenty-fifth anniversary, 
Mr. Big? It’s just four days away!” 


. 


Don’t Remind .. . 


About matters that can keep; spring them 
when they must be done. 


About office supply problems: solve them 
yourself. If you need to order something 
expensive, let him know about it: “I 
thought I'd change our water cooler com- 
pany, we haven't been getting good serv- 
ice on it. X will three 
dollars a month more, but they give ex- 
cellent service. Shall I call them?” 


company cost 











LETTER PERFECT 


Perfection doesn’t just happen. 


Experience plus a constant striving for 


quality make a winner. 


Discriminating buyers specify the bond 


paper that looks better, performs better, 


and is better in every way. 


OLD 
DEERFIELD 
BOND 


50% COTTON CONTENT 


AND ONION SKIN 





MILLERS FALLS PAPER COMPANY + 
MANUFACTURER OF OLD DEERFIELD BOND, GIBRALTAR ONION SKIN, MILLERS FALLS BOND 
EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE 


MILLERS FALLS, MASS. 


PARCHMENT 
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Why? Because Codo’s 
Electro-Write Carbon 
Paper (used with the exclu- 
sive Carbon Gripper) 
ASSURES topflight work! 
Coupled with a Codo Silk 
Ribbon—that’s the ulti- 
mate! Samples? Certainly! 
(Please use Company let- 

terhead.) Write Dept. TOS. ed 


Cyy 
dhe. MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York e Philadelphia ¢ Pittsburgh ¢ Dallas 
Chicago * Cleveland ¢« Detroit « Los Angeles 














Glory Ellen Style 
PERSONAL STATIONERY 


Self Seal white envelopes with two-line imprint, blue 
ink, size approx. 35" x 612". 150 for $2.95 


150 Single sheets stationery 6%4"' x 7"' approx. with 
Self Seal envelopes, both imprinted 2 lines, blue 
ink. 150 sets $3.95 


Double Sheet, lovely stationery. Choice—white, blue, 
grey, folded size approx. 55%"' x 75"', two- or three- 
line imprint, blue ink, printed envelopes to match. 
50 sets $6.85. Granite, executive size, or airmail 
weight stationery. 50 sets $6.25 


JOE OTT INC. 
422 N. Water Street 
Milwaukee 2, Wis. 
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it's great to be 
in NEW YORK 


.. especially when you live at 


the BARBIZON 


for women! 


iG you're coming to New York City to work 
or attend school—stay at a hotel that’s just right 
for you. You'll meet the nicest people, young career 
women, many of your own classmates, more than 
likely. And the Barbizon has everything—swimming 
pool, solarium, music studios, library, all hotel 
services. All rooms have radio, TV available. 


Relax and enjoy the Barbizon swimming pool 
. or lounge on the roof-terrace where you 
overlook the world’s most enchanting skyline! 





On the Smart East Side... New York's 
Most Exclusive Hotel for Young Women 
Daily from $4.75, Weekly rates on request 


Ww = . 


Lexington Ave. at 63rd St., New York City 
Write for Booklet E-6 
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SMEAD'S... 
TWO-PLI-TOP 
FOLDER SAVES 
SPACE and COST 


SMEAD'S... 
FLEX-I-VISION 
HANGING FOLDER 
with the 
“TAB THAT TOPS” 
them all 


SMEAD’S... 
CELL-U-WELD 
FOLLOW-UP 
FOLDER 
with 
Sliding Signal 
Channel 


SEE them at your 
Stationers 


FOR THE BEST IN FILING, LOOK70 Smead) 


SMEAD MANUFACTURING COMPANY 
HASTINGS, MINNESOTA * CHICAGO + LOGAN, OHIO « LOS ANGELES 
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FORECAST: SHOWERS 


(Continued from page 25) 








Your decorations have been admired, your gifts given. 
Next on the agenda: refreshments from a recipe. 

One way to success: feed them chicken divan. 

1 10-0z. package frozen broccoli 

1 10-0z. can condensed cream of chicken soup 
1, teaspoon Worcestershire sauce 

14 teaspoon onion salt 

1 12-0z. ean boned chicken 

2 tablespoons grated parmesan cheese 

1 tablespoon melted butter 

Heat oven to 400 F. (moderately hot oven). Place 
broccoli in saucepan and cover with boiling water. Cook 
over medium heat for five minutes. Meanwhile. combine 
chicken soup. Worcestershire sauce. and onion salt. Stir 
to blend well. Drain broccoli and arrange it in a greased 
one-quart casserole. Top with chicken. Pour sauce over. 
Sprinkle with cheese. and drizzle with melted butter. 
Bake at 100 F. for 10 minutes. Makes 4 servings. 

To go with the chicken—some steamed rice and a 
tossed salad with artichoke hearts. For the first: a 
box containing some reliable brand of rice. For the 
second: 12 artichoke hearts (canned), 1 teaspoon salt. 
1 head Boston lettuce. watercress. a dash of pepper. | 
cup of prepared French dressing . and a quick toss. 

As a final touch with coffee. tea. or Coca-Cola 
dessert. This can be obtained the easy way. Just walk 
to the nearest bakery and back again, cake in hand. 

Where stoves are scarcer than good secretaries 
in the average business office—hot chicken may be hard 


-to come by. But with a little thought. your cold _re- 


freshments can be both interesting and inviting. For 
instance. you might try a sandwich loaf made in the 
shape of a wedding ring and garnished with a 


of edible calla lilies . . 


1 loaf fresh, regular sliced bread 
2 8-oz. packages cream cheese 

| cup mayonnaise 

2 medium-sized cucumbers 

1 cup chopped watercress 

| teaspoon curry powder 


bouquet 
Begin with: 


Pare cucumbers. Grate them on medium grater 
(makes about 2 cups). Combine cucumber. chopped 
watercress. and cream cheese. Blend well. Trim crusts 
from bread slices. Press about 9 trimmed slices into the 
bottom and up onto the sides of a one and one-half quart 
ring mold. (Bread will completely cover bottom and 
outer inside edge of mold.) Spread this bread generously 
with cream cheese mixture. using a little over half of 
mixture. Press to smooth firmly and evenly. Cut remain- 
ing bread slices in half. Arrange half of them over cream 
cheese layer. Spread with remaining cream cheese mix- 
ture. Then top with the rest of the bread cutting it where 
necessary to completely cover the filling. Cover with 
waxed paper and chill at least two hours. Then blend 
together mayonnaise and curry powder. Unmold sand- 
wich ring onto a large, chilled serving plate. Spread it 
with the curry mayonnaise and garnish with watercress. 
Slice it with a sharp knife. Makes 16 to 20 servings. 

To make your calla lilies you'll need: 

2 large turnips 

2 teaspoons chopped chives 

4 1'4-0z. wedges of Roquefort cheese or 15-0z. jar 
of Bleu cheese spread 


1 small carrot 
watercress 
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Pare turnips. Slice them very thin. 
Pare carrot and cut into thin strips. Cut 
strips: about 3 inches long. Combine 
cheese and chives. Bring opposite ends of 
turnip slices together overlapping ends 
to form a cone shape. Fasten overlapped 
ends with a toothpick. Chill in ice water 
for five minutes. Remove, fill with cheese 
mixture, and chill. Cover with damp 
paper toweling until serving time. Then 
insert a carrot strip for stamen of lily 
and garnish with watercress. Makes 36 
to 40 lilies and is best if not kept more 
than 2 to 3 hours. 

Next, dessert appropriate for the occa- 
sion. Separate bridal cakes for the bride 
and the guests. Ingredients are few: 1 
package of fruit cake mix. a handful of 
dragees, and 1 to 2 cans of Redi-whip. 

Prepare fruit cake mix according to 
directions on package. then place in a 
muffin pan. When finished. frost or coat 
them in whipped cream and put dragees 
(tiny candied silver shot) over the top 
or sides. 

For liquid refreshment. serve tall 
frosted bottles of Coca-Cola. No fuming 


or brewing necessary—all you need are 


a dash of courage. Take them, blend well, 
and you can go from beginning to end of 
a party on one staple—in this case, fruit. 

At the beginning, fruit sandwiches. For 
the filling in these you'll need: 

14 pound cream cheese 
l4 tablespoon cream 
14 cup pecans, chopped fine 

Cream cheese and mix with pecans. 
Stir in enough cream to achieve spread- 
ing consistency. 

Next in the culinary line-up, the fruit 
itself, 

Apples and pears: Place fruit on chop- 
ping board root end down. Make thin 
vertical slices cutting to the core. Sand 
wich two slices with cheese filling and cut 
in quarters. 

Pineapple: Place fruit on its side on 


chopping board. Using leaves as handle, 


slice thin. Remove peel by cutting slices 
into squares and proceed as for apples 
and pears above. 

Melon: Make muskmelon (cantaloupe. 
honeydew, etc.) balls with a melon ball 
cutter. 

Cherries: stem. 


Bananas: Cut firm bananas into 1-inch 






ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty SLID 





Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 


at stationery stores or send us $1.35, we 


some glasses, some ice, and a healthy — slices and roll in shredded coconut. pay postage. 
thirst. Grapes: Stem seedless grapes. 


BANKERS BOX CO., pep. 156 


This recipe demands thing but « 
ee ee 2607 North 25th Ave. © Franklin Park, Ill. 


Next step is to skewer fruit on tooth- 
little ingenuity, a venturesome spirit. and 
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Secretarves never die... 


They just stay young indefinitely*—that is, if they 
use Kee Lox Grip-N-Pull carbon paper. Ask any 
girl who is already using it (and note how fresh 
and vivacious she looks—even at quitting time). 
She'll tell you what nice copies she gets, how clean 
A they are. And she’ll be equally enthusiastic over 
Grip-N-Pull’s other features—automatic warning 
of last typing lines, automatic rotation, auto- 
matic alignment. 

You too can stay young indefinitely* by letting 
Grip-N-Pull carbon paper make your work easier 
and pleasanter. And your boss will be interested in 
knowing that Grip-N-Pull, with all its advantages 
and long wear, still costs no more than regular 
carbon paper which does not have the exclusive 
patented features of Grip-N-Pull. 


*The only exaggeration (one we hope will cause a smile) in this message. 
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All carbons are removed quickly in one 
clean operation, using uncoated edge. 
\Clean hands, clean work, clean desk. 


“Over Sixty Years of Good Impressions” 


June. 1960 59 


Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 


FREE Samples if requested on company letterhead. 


ox MANUFACTURING CO., Dept. TS-60, Rochester 1, N. Y. 
CARBON PAPERS AND INKED RIBBONS 
Sold through KEE-LOX branches and selected independent stationers 














Give Your Boss 
The Word- 


SEA FOAM 





If your boss doesn’t already know, 
tell him why Sea Foam Bond is 
America’s leading watermarked 
second sheet. 

List the Sea Foam qualities that 
pay off in faster, more efficient 


office correspondence. 


WATERMARKED 


No possibility of substitution. 


EASIER HANDLING 


Sea Foam lies perfectly flat—no crease 
»++no curl. 


NEATER ERASING 


Compare with any other second sheet. 


FASTER FILING 


Fits more copies in less space. 


EFFICIENT CHANNELING 


Seven colors available. 


Let your boss see for himself. 
Write on your letterhead for 
samples of Sea Foam Bond. 


Write Dept. 
TS-660. 





l=, BROWNVILLE 
iy) PAPER COMPANY 
EZ” BROWNVILLE, NEW YORK 








BLUEPRINT 
For a Diamond 


Time was when courting followed rules. 
No matter how long. she waited for him 
to make the initial move. And when her 
beau, on bended knee. slipped the dia- 
mond on her third finger, left hand, it was 
a ring she had never seen before. 

But todays dating and engagement 
customs are as varied as the individuals 
concerned. You frequently set the first 
date. You also frequently enjoy the last 
word in selecting the diamond engage- 
ment ring that says, “Im promised.” 


Naturally 


appreciate the ~ 


youre romantic enough to 
surprise” that comes with 
receiving a diamond ring. On the other 
hand, you know that this is one important 
piece of sentimental jewelry which will 
remain with you for a lifetime. 

Design-wise your ring should please 
you. Budget-wise it should please your 
fiancé, 

How can vou guide his selection? In all 
likelihood this first 


jewelry purchase. and he does not know 


will be his major 
how much to invest. Figures vary. but the 
average purchase runs about a month's 
salary. He shouldn't be embarrassed to 
discuss financial plans with a reliable 
jeweler. 

Learn as much as you can about dia- 
monds and ring styles. Seeking the right 
ring design for your finger is as important 
as shopping for a dress to flatter your 
figure. 

No two hands are alike—not even your 
left and your right! Study your hand. 
What type is it? 

Hands may be classified in four cate- 
gories: large with broad palm and square- 
type fingers: large with slender palm and 
slender fingers: small with short. stubby 
fingers: and ultra-feminine (small) with 
slender fingers. The size of your hand 
determines the over-all size of the dia- 
mond engagement ring that you should 
choose. 

If your hand is large. don’t wear a 
small. delicate ring. Regardless of the 
size of a solitaire (a single diamond set 
alone with no other stones around it), it 
can look much more important and _ bal- 
ance a large hand if it is set in an 
“illusion” mounting. Rim extensions of 
white metal give the illusion of a center 
stone being larger in size. Smaller dia- 
monds on the sides of the center stone 
broaden the ring, again keeping in pro- 
portion to a large hand. Often the metal 
on the sides can be faceted to look like 
tapered baguettes or engraved with de- 


signs. 


(Continued on page 64) 












Be Just as 
Proud of Your 
Erasing 
as You Are of 
Your Typing! 






E 
ven on today’s superb machines 


electrics or standards —typists make occa- 
sional mistakes. But you can be just as 
proud of your erasing as you are of your 
typing. Erasing results are almost unbeliev- 
ably clean and quick with these specially 
selected Weldon Roberts Erasers for cor- 
recting impressions made through carbon 
or fabric ribbons. 


JUST TWO EASY ERASING STEPS: 


Removes surface carbon to prevent 
smearing. Soft green rubber encased 
in spiral paper wrap 
ping with pull-string 
for easy repointing 


NO. 448 
GREEN GLOW 









? NO. 3650 ¥ 
»  GRAYPOINT 
WHISK 


Removes the final image 
Wood-cased eraser with 
quality gray rubber core 
Easily repointed in any 
pencil sharpener or with 
a knife. Hexagonal; 
won't roll off your desk 
With whisk for brushing 
away eraser crumbs 







en 


—_ 


MAD 
sus 


(NO. 365 GRAYPOINT, §& 
same eraser without 3 
whisk.) = 
= 
1o 
w 
ite) 
OR: NO. 378 ms) 
. GRAYPOINT 


With same quality gray 
rubber core. Spiral paper 
wrapped, like NO. 448 
Green Glow. The Gray- 
point Erasers are also 
superb for erasing im 
pressions typed through 
fabric ribbons 








Order these erasers today 
from your stationer! 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Enarwu> 
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(Continued from page 59) 

picks. using only one “sandwich” on each 
skewer and alternating fruits for color. 
Garnish some of the skewers with mint 
leaf “wings.” Dip apples, pears, and ba- 
nanas in citrus fruit juice to avoid dark- 
ening or use a commercial anti-oxidant. 

Should your guests still be hungry— 
and they will be after such a delicate re- 
past, move on to the dessert— Their 
choice, either fruit salad puffs or A-Daisy- 
of-a-Dip. 

For fruit salad puffs: 


24 cup of water 
9 


-«e Ss 

Vy 10 oz. package pie crust mix (1 cup) 

Heat oven to 400 F. (moderately hot 
oven). Bring water to a boil in a medium- 
sized saucepan. Pour pie crust mix into 
boiling water and cook over low heat, 
stirring constantly until mixture leaves 
the sides of the pan and forms a firm ball 

about 1 minute. Remove from heat. 
Beat in the eggs, one at a time, thoroughly 
blending and beating after each egg is 
added. Drop mixture by teaspoonfuls one 
inch apart on greased cookie sheets. Bake 
at 400 F. for 20 minutes or until a golden 
brown. Cool on pastry racks. To serve: 
split and fill with fruity salad mixture 
below. Dust top with confectioner’s sugar 


if desired. Makes 30. For tasty fruit salad 
mixture: 
| medium-sized red apple 
14, cup seedless grapes, cut in half 
14 cup minced celery 
\4 cup mayonnaise 
34 teaspoon anise seeds 


1 tablespoon lemon juice 
1 


4, cup finely chopped walnuts 
ly teaspoon salt 
4, cup cottage cheese 

] teaspoon sugar 

Quarter apple and remove core. Dice 
unpeeled apple very fine. Sprinkle with 
lemon juice. Add grapes, nuts, celery, 
and salt. Blend together mayonnaise, cot- 
tage cheese, anise, and sugar. Pour cot- 
tage cheese mixture over apple mixture 
and blend. Makes 214 cups of mixture or 
enough to fill 30 puffs. 

If this sounds too much like work. and 
it is, you might take the wiser if lazier 
way. Buy your puff shells in the nearest 
grocery store. They ll come ready to pop 
in the oven and heat. 

For that final selection in a fruit-lover’s 
dream, try A-Daisy-of-a-Dip. Needed for 
this are: 

1 10 oz. box frozen raspberries 

2 cups commercial sour cream 

14 cup confectioner’s sugar 

14 teaspoon almond extract 

‘4 cup blanched almonds, slivered 

1 quart strawberries 


Drain juice from thawed berries. Mix 
drained berries with sour cream, confec- 
tioner’s sugar, almond extract, and al- 
monds. Add more sugar, to taste, if 
necessary. Place mixture in a fancy bowl. 
Center bowl on an attractive plate. Top 
mixture with a “daisy” made of blanched 
almond “petals” and a raspberry center. 
Arrange unhulled strawberries on plate 
around dip. Makes 6 to 8 servings. 





(Key to project on page 53) 


Letter 1 

Line 1—Through; line 3—Cincinnati, 
comma after Ohio; line 4—Pittsburgh (but 
there’s a Pittsburg in Kansas and Califor- 
nia), comma after Pennsylvania; line 6 
Cincinnati: line 9—forwarded; line 10 
not; line 1l—either (neither changes the 
meaning considerably!); line 16—hear; 
line 17—adjustment 


Letter 2 

Line 1—somewhat (one word); line 2— 
out of season may be hyphenated—depend- 
ing on which stylebook you follow; line 4— 
first-class condition; line 6—similar (famil- 
iar has the iar-ending): line 7—you: line 9 
—spell out 2 and ] (numbers under ten 
should be spelled out), overhaul; line 11— 
only would be better after service: line 17— 
cold weather; line 18—take out the will be- 
fore return 








For you, receptionist, sec- 
retary, typist...the ele- 
gance of new Echelon. 
Unlimited custom arrange- 
ments possible with open or 
closed kneespace areas... 
laminated plastic or wood 
tops ... choice of decorator 
colors—or facades of lam- 
inated plastic or exotic 
woods for pedestals and 
cabinets. For full Echelon 
information—for yourself 
or to slip on the boss’s 
desk—vcontact your local 
Globe-Wernicke dealer* or 


write us direct, Dept. 1-6. 


for you 


Cra LON = 


from GLOBE -WERNICKE 









*Dealers listed in Yellow Pages under ‘‘Office Furniture.’’ « The Globe-Wernicke Co., Norwood, Cincinnati 12, Ohio 
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Cut your filing costs with 
“keyboard” speed of 


a OXFORD PENDAFLEX” 


equipment! 











All Oxford Pendaflex tabs 
stay visible at all times. A 
file clerk’s hands flit across 
this ““keyboard”’ select- 
ing quickly and accu- 
rately. Results: increased 
speed and efhiciency 
lower filing costs. 

this and 
otheradvantages of Oxford 


Learn how 
Pendaflex equipment will 
benefit you! Mail coupon 
today fora/free file analy sis! 

Oxford Filing Supply Co., Inc. 

Garden City. New York. 
tn Canada, Luckett Distributors, Ltd. 


te mm mem 
OXFORD FILING SUPPLY COMPANY, INC. 
14-6 Clinton Road, Garden City, N. Y. 




















Please send free “File Analysis Sheet” and | 
Pendaflex Catalog. 
NAME | 
NAME FIRM | 
IN FILING STREET | 
CITY ZONE—_STATE 1 
SPECIAL! 
TODAY’S 
SECRETARY'S 
ANNIVERSARY 
ISSUE 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


rf ——-MAIL COUPON TODAY-~—~= 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Address 





| 
| 
| Name | 
| 


| city Zone State — 
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Single Copies 
$1.00 


Here in ene authoritative reference vol- 
ume is the story of the starring role played 
by the American Secretary over the past 
six decades. Through special feature arti- 
cles the reader will learn about the inven- 
tion and development of shorthand and the 
typewriter; the transformation in the atti- 
tude of the public and her all-important 
boss; the improvements in her pay, sur- 
roundings, vacations, and other privileges: 
and the many changes in her training, her 


office equipment, and communication. 
TODAY’S SECRETARY 

330 W. 42nd Street 

New York 36, New York 

Please send me....... copies of the April 60th 
Anniversary issue (@ $1.00 per copy) for which 
CE ee ere See 

Name 

Address 


City State 














PRELUDE 
TO LOHENGRIN 


(Continued from page 23) 





many weekends are there in a month? 
The stores are open late two nights a 
week, but there are things to be done at 
home. The solution: lunch hours, 


Jackie Ricker’s office is 


walking distance - 


within easy 
“almost too close” 

to some of the city’s biggest department 
\ hurried sandwich and she could 
looking 


and buving. Sometimes, it’s true. it might 


stores, 


devote the rest of her time to 


be more than an hour, but Don Jones 
the director of the department, seemed 
to realize the way of a girl with clothes. 
“If vou have a good record as far as 
time. work, pitching in go,” Jackie com 
ments wisely, “then its easy for yout 
boss to allow you extra time when neces 
sary.” 

Most important item in her shopping 
dress, In mind. a 
bridal 
similar. Jackie tried on one dress and 
didn't like it. 
fell in love with it. even though it had a 


full skirt. After 


settled on dresses for het 


Wwe dding 


tours: hea 


sheath. In salons, nothing 


She tried on a second and 


further searching she 
three attend 
ants “in hyacinth.” Two more tasks out 
of the way, 

Bill joined her in a hunt for furniture. 
“We both like modern , 
there.” 


Ever present, the guest list. 


- ho problem 


By this 
time it had been whittled down to about 
two hundred and fifty. 


April. Time was growing short and jobs 
came thick and fast. A menu for the 
had to be Final 
choice: roast beef. “We were all tired of 


those ‘turkey with’ weddings.” 


reception selected. 
Flowers 
for the reception, flowers for the church. 
A vocalist for the ceremony, Limousine 
service to be arranged. 

Jackie spent many a lunch hour shop- 
ping. She chose a veil — short, attached 
to a tiny crown — and shoes. She picked 
out gloves. She had the first fitting on het 
wedding gown, She bought some trous- 
seau items — the prettier, the better. 

Turning practical, she ordered sheets 
and towels (Bill works on the Cannon 
Mills account), chose lamps for the liv- 
ing room, utensils for the kitchen. 

Friends and relatives gathered at 2 
huge shower where the gifts ranged from 
a gleaming toaster to a frothy negligee. 
Jackie the 
ofhce to dash off her thank-you notes. 
At home there just wasn’t time. 


utilized spare moments in 


Somewhere along the line — “gener- 
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ally on the bus in the morning” — she 


devoted thoughts to what she should get 
Bill for a wedding gift. Ultimate deci- 
sions “A secret.” 

At Aver, things took on an even busier 
look. There were a number of lengthy 
reports to get out. some research projects 
that demanded immediate and un- 
divided — attention. To top it all off, 
Don Jones was planning a European 
vacation in May. 

It wasn’t all work though. At the end 
of the month one of the agency execu- 
tives invited Miss Ricker and her fiancé 
to a party. “It turned out to be in our 
honor.” Jackie reports, 

That guest list? Down to a somewhat 


manace able two hundred. 


May. An excited and somewhat tired 
bride-to-be, Last minute arrangements 
for the ceremony — “we almost forgot to 
alert the chureh organist” — and the 
ception. A final fitting on the wedding 
eown and a simultaneous session with 
the photographer. Summer dresses to 
buy for that Caribbean honeymoon, 
Well-wishing friends who want to get 
together for lunch or dinner. Curtains 
for the apartment and flowers for the 
mother of the bride. 

“By the 28th. Vll be exhausted, but 
happy. Jackie smiles. 

\head ... the big day itself and a 
honeymoon under sunny. skies. Then 
hack to reality and life as a working 
wife. 

Her new role will mean rising early 
to prepare her husband's breakfast, a 
lash to the subway. a day in the office. 
\nother subway ride and dinner to fix, 
an apartment to straighten, laundry to 
finish, 

But... Jackie managed her pre- 
wedding schedule with great aplomb. 
Her bosses attest to the fact that even in 
the midst of the greatest excitement she 
never slackened on the job, Being a 
working wife shouldn't faze her in the 
least. 


Jackie Ricker’s prelude to marriage 


should be just the beginning of sood 
things for Jackie Croasdale. 
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Why students write neater, 


clearer shorthand with 
ESTERBROOK 


the Gregg-Approved pen 


In this specialized world of ours, there is a tool best 
suited for every job—the just right tool for better Gregg 
penmanship is the Esterbrook pen with specially de- 
signed, precision-made Gregg-Approved point. 

This point (No. 1555) always writes a smooth, even 
Gregg line so important for legible shorthand. 

And Esterbrook’s perfect balance and easy-in-the- 
hand construction help students to write crisp forms 
throughout long dictations with a minimum of strain. 


BD com 
Taal 





Damaged points are instantly replaceable. Point 
accidents are no problem when the pen is Esterbrook. 
Esterbrook replaceable points screw in—out in seconds, 
cost 60¢. They are available at nearest pen counter. 


AND BEST OF ALL, THIS QUALITY WRITING INSTRUMENT 
CARRIES A STUDENT-LEVEL PRICE TAG—COMPLETE 


ony *2.95 


Good penmanship should start with a good pen. That 
is why many teachers in our schools guide their students 
to the Esterbrook Shorthand pen — the only pen with 
replaceable point made specially for writing Gregg. 


Gsterbrook 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
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LET US 
SHOW YOU 


"VOU Can make your office dic tating 


, vk 
rana [TTaQnSCTIiDLNAe 


50% SIMPLER 

















THE MAGAZINE-LOAD 


orelceo’ IS 


SPECIFICALLY DESIGNED 


FOR THE GIRLS WHO HAVE TO USE THEM 


Here, at last, is a secretary-oriented dictat- 
ing-transcribing machine designed to make 
your job simpler, more pleasant . . . and 
more rewarding. It’s simpler to operate. 
As easy to use as your typewriter. Just 
five controls operate all functions. All you 
need for transcribing, is one simple control 
—a foot pedal or a typewriter bar. Simpler 
to load: No more fumbling with tape thread- 
ing or belt loading . . . the exclusive Norelco 
‘35’ tape magazine does it for you, loads au- 
tomatically in just 2 seconds. Simpler to 
carry: . it weighs just 8 pounds. Much 
more pleasant to use: No-need to strain to 
hear words...the Norelco ‘35’s’ better sound 


| 


| it can save you. 


means clearer voice reproduction . for 
easier, faster typing, without fatigue. And 
much more attractive: The Norelco 35's 
modern decorator styling looks smart... 
gives your desk a special mark of distinc- 
tion. 

Discuss the Norelco ‘35’ with your boss ... 
he'll be pleased to learn that it costs only 
$179.50 (plus tax) complete with your 
choice of either dictating or transcribing ac- 
cessories. 

You can try the Norelco ‘35’ at your own 
desk and discover how much time and effort 
For a free demonstration 
. Without obligation . .. mail coupon. 





North American Philips Co., Inc. G 
Dictating Equipment Division I 
230 Duffy Avenue 
Hicksville, Long Island, N.Y. 


Ss, { 
Arr 
Ci 
In Canada, the Norelco ‘35’ 
is known as the ‘Philips’ dic- Address 
tating machine and is dis- 
tributed by Philips Industries, City 


Ltd., 
nue, Toronto, Ontario. 


116 Vanderhoof Ave- : 
Attention of 
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(Continued from page 60) 


A small hand should not be overloaded 


with too much ring. Dainty and simple 


lines give better balance to a tiny hand. 


Short fingers should not wear wide bands 


since too much of the finger is covered, 


with foreshortening effects. Designs run- 


ning up and down the finger give length 


short fingers. The pointed marquise, 


emerald-cut) and = pear-shape diamonds 


slenderize. Diamonds tend to slenderize 


broad hands. 
Have 
band? 


ring 


you thought 
When 


always keep in mind the 


about your wedding 
selecting an engagement 
type of 
. First. the 


Imagine wear- 


wedding band you wish to wear 
metals should be “mated.” 
ing a platinum or white gold engagement 
ring and later 


gold 


metals in your wristwatch, 


adding the traditional yel- 


low wedding band! Be aware of 


bracelets, and 


other favorite jewelry in order to main- 
tain color harmony. 

Dreaming of a one-carat diamond? You 
might ask It’s 


as difficult to answer that question as il 


how much it will cost. 


is to quote a price on a house. There are 


many factors to be considered. The price 


of each diamond is determined by the 


Four Cs: carat weight. color, clarity. and 


cut. 
A carat is the 
One 


unit of weight for dia- 
100 


a one-dollar 


monds. 
exactly like the 
bill. So 


mond obi twenty-five points, h 


equals 
LOO cents in 


f your jeweler savs that 


carat points, 
a dia- 
e means 
that it equals a quarter of a carat: a forty- 
eight point stone is just two points under 
Don't confuse 


“karat” 


a half-carat. and so on. 


this term with the word which 
denotes the purity of gold. 


Color of the 


diamond is a clear. frosty white 


traditional engagement 
-like the 
sparkling white drops in a waterfall. The 
faintest 


lower the price 


brown will 
. What is a blue-white dia- 
mond? One which shows no body color 
but blue. The Federal Trade Commission 
rules forbid use of the 


trace of yellow or 


blue-white term 
for a diamond that shows any color other 
than blue. 


diamond — by 


You can judge the color of a 
looking at it sideways. 
through the thickest part of the stone, as 
you hold it up to a north light on a clear 
day. 

Clarity refers to the absence of carbon 
spots or other inclusions. When is a dia- 
rated as flawless? Only when it 


“bubbles.” 


a glass that 


mond 
shows no carbon. specks, tiny 
under 


or other inclusions 


magnifies ten times. Remember, a tiny 
speck that cannot be seen with your naked 
eye will not affect the beauty of the dia- 
mond even though the price will be lower 


than a diamond without flaws. 


TODAY’S SECRETARY 


le 


ng 


‘nt 


of 


he 


‘nt 


ot 


ise 


ch 


‘nt 
he 
he 


on 


ed 


Cut. last of the price-setting team, has 
two meanings. First, it refers to the 
actual shape of the diamond. Most popu- 
lar of cuts is the round diamond, often 
called the brilliant-cut. Graceful in line 
is the pear-shape diamond which is wide 
at one end and tapers to a point at the 
other. Always wear the point of the 
pear-shape diamond toward the finger- 
tip. An emerald-cut diamond has straight 
sides and comes in either oblong or 
square contours. The marquise diamond 
is pointed on both ends resembling a 
boat. Oval-cut and heart-shape diamonds 
are among the latest shapes and are 
growing in popularity. 

Second, the term “cut” refers to the 
quality of workmanship. A diamond 
shows the greatest possible brilliance 
only when it is cut to the proper propor- 
tions and with the most minute accuracy 

“well made” as the cutters say. There 
are fifty-eight tiny planes put on a dia- 
mond in order to make it reflect light 
and sparkle. If a diamond is poorly cut, 
it will be priced accordingly. 

Regarcless of the cut you wish to 
wear, it can be set in a variety of ways. 
You might think of this first gem of love 
as a “starter” stone. In later married 
years, your original engagement diamond 
can be re-set in a new ring mounting 
with other diamonds added. This is a 
perfect way to rekindle your early vows 
when you celebrate a wedding anniver- 
sary years later. 

Iwo heads are better than one 
happier, too—if its a partnership choice 
n selecting the diamond ring. When the 
vroom-to-be visits his jeweler alone for 
the first time, he should be perfectly 
honest as to what he intends to spend. 
Being a reputable diamond expert, the 
jeweler will guide him to the best value 
lor his money. Once they know the 
‘allordable™ price, they can choose a 
variety of rings, eliminating those not 


suitable. 


Ushering the future bride into the 
store can be done in a number of ways. 
But if a man has the age-old desire to 
pop a ring box into his love's hand, he 
can do just that with an enclosed note 
asking her to name the day and choose 
a ring to fill the empty space in the 
je weler’s box. 

Later when the couple visits the 
jeweler together, the preselected rings 
an be displayed on velvet trays. As the 
diamond of her choice finally dazzles 
irom her finger both are happy. He 

hows, too, that the price-tag will come 

no surprise to him. But that’s his 


ret! 
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Typed with 
ordinary 
ribbon 









Typed with 
ribbon of 
! 'Mylar 11 


Get cleaner, sharper impressions 
with new carbon ribbons of Mylar’ 


The boss will bless you when he sees the sharper, cleaner, print- 
like letters you get with carbon ribbons of ‘‘Mylar’’* polyester 
film. 

And you’ll find that ribbons of ““Mylar”’ are less trouble be- 
cause you'll get up to twice the typing time without changing 
the reel. Carbon ribbons of ‘‘Mylar’”’ are tough, won’t ever break 
with normal use. 

Isn’t all this worth the few cents more that carbon ribbons ot 
‘*‘Mylar’”’ cost? Ask your supplier for a reel today. Du Pont Co., 
Film Dept., Room 2, Wilmington 98, Delaware. 


*“* Mylar” is Du Pont's trade- 
mark for its polyester film. 
Du Pont manufactures the OU PONT 


. 
base material “Mylar” —not yy c YLA ke 
finished carbon ribbons jaa ss * ieee 
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POLYESTER FILM 








Always Accurate 


Always Fast 








FOUR WAY FLICK A LINE 
WORKS LIKE A CHARM 
Reverse its panel 
Change its height 
Flick its rubber wheel 
Left or right 
Heavy hardwood base with pencil groove and 
book ledge. Inclined panel 83%, X 14. Smooth 
sturdy finish in soft polytones of “‘come alive 
grey.” 
the only complete copy holder 


$6-50 prepaid 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Ky. 


MATERIAL 











NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today's Secretary, we have secured a 
supply of reprints. Each list of terms has 
been printed on an 8'% x 11 sheet of 
quality stock. Prices are as follows: 
Single copies—25 cents each 

10 to 50 copies—2U cents each 
Over 50 copies—15 cents each 
Complete set of 15—$2.50 


Cash or check for full amount must ac- 
company order. 


Reprint Department 
Today’s Secretary 
330 West 42 Street, New York 36, New York 


Please send me ..... copies of each of the 
reprints | have checked below, for which | 


ONCISNSS PUYMORE OF §F.......ccceccceccccscsocsecceces 


Atomic Energy ... Chemical ...Electronic 
Banking ...Electrical ...Construction 
Import-Export ....legal .. Aviation 
Radio & TV ....Oil ... Contract 
Agricultural Medical Insurance 


...Complete set of 15 


Name 


TID siascutschtsciasssciibonbeiainaibaiassidlaiigubabestinducciaiiasiiclieteiiiica uaa 


City 


State 
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FOR OGA TESTS 





All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 


, 
and assure accuracy in making out certificates. 
CT, and OGA awards until September 25, 1960. 


June copy is good as membership tests for OAT, 
See typing tests on pages 46 and 50. 





Junior 


OGA 


Test 


THINGS TO REMEMBER 


N~ 
\ 


et 4 


OGA Membership 


1 he Ed : 


i a eal » 


ee. 


> al 
ca ff 


eF  w& 


INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper, or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have developed a good practical 
style of penmanship that will assure ae- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OG). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers. 
which gives detailed criticism of the 


faults of style noted by the examiner. 
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TIDY UP with “Tidy-Rak,” the best medi- 
cine for an overcrowded medicine chest. 
Holds family’s combs, brushes, eteé., in 
one place, attaches securely to the wall. 
Your choice of antique white or antique 
black. Only $1.98, ppd. From Lolimar 
Corp.. P. O. Box 41, De pt. ro Brooklyn 
5. New York. 





DOWN TO THE SEA IN SHIRTS—ours, the 
man-tailored, white terry cloth variety. 
Ideal cover up for a wet swim suit; pairs 
off with slacks and shorts. Easy to wash, 
never needs an iron. Yours in small, me 
dium, and large at $7.95, ppd. Write to 
New Hampton General Store, Dept. TS, 
Hampton 12, N. J. 





FILL-IT with this skillet clock—your 
kitchen wall space, that is. Made from 
cast iron, this American Heritage electric 
clock measures eight inches; measures 
time with ornamental hands on black and 
white numbers. Only $9.95, ppd., with a 
years guarantee. From House of Web- 


ster, Box N388-TS, Rogers, Arkansas. 
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FOTO PLUS Dept. S « 











BOX 10 - 


Panel 


WALLET 
PHOTOS 
$5 re, 


Edge Embossed 
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NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


NEW YORK 1, N. Y. 

















ATTENTION ALL SECRETARIES 


For the first time, quality dictation practice rec 
ords at a special mail-order price of $1.00 per rec- 
ord. These dictation practice records are available 
in 60, 80, 90, 100, 110, 120, 130 wom: and in these 
subjects: Business, Legal, General Business, and 
Medical. Letters are different in each speed and 
each record is 12 minutes of dictation. STENO 
RECORDS are brand new and are an easy way to 
maintain and increase your shorthand speed. They 
are 45 rpm and unbreakable. 

HOW TO ORDER: Select speed wanted. Send 
$1.00 check or money order (in California add 4% 
soles tax) for each record. Order five get one free. 
This price is good for a limited time only, so order 
your records today 


STENO RECORDS sistiyeoce 27. cit. 














CLASS FOR 
CALIFORNIA SECRETARIES 


For aspirants to secretarial careers on the execu- 
tive/top management tevels and/or CPS exams. 


Meets one Saturday AM monthly Los Angeles 
starting Sept 1960. Employer-paid or easy tuition 
terms Career Pianning, testing, job-finding and 


home-study courses, too, in all states. Write today 
to Business Research Associates, inc., PO Box 
7093, Long Beach 7, California. 



















WEDDING CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseay items 

Unusual, exciting personalized items. 

ELAINE CREATIONS 

Box 824 Dept. E-401 
Chicago 42, Ill. 














KILL L THE HAIR ROOT 


Destroy unwanted hoir PERMANENTLY. Use con- 
veniently at home. When you hove reod our 


7 instruction book carefully ond learned to use 
the new Mohler Epilotor sofely and efficiently, 
then you can remove unwonted hoir FOREVER 

MONEY-BACK GUARANTEE (Our 76th Yeor). 


*S END 5° TODAY FOR Booxtet 
MAHLERS. INC, Dept. 850H PROVIDENCE 15, R. I. 





NEW 
BEAUTY 
| A FOR YOU™ 








GLAMOUR HEELS 


Enhances appearance of your 
ents f 


lip asily we he l . 

"s w itho sive. Priced 
pair $1 Spe cial intro- 

ductory Offer: | pm each 





sizes, $1. All same - 
jlor, Transparent or Black | ° 
Heel chart with cach order — <P 





TREASURECRAFT, Dept. 76, Carmel, Calif. 














BE AN 





Romance! Travel! Adventure! Fun! 


Train in just four weeks for exciting 
flight and ground positions. Free piace- 
pee od service with 35 airlines. og 
ained teachers. WRITE TODAY 
raee INFORMATION—FREE CATALOG. 


CONNELL AIRLINE “SCHOOL 
1030 etenttet Ave., Rm. 60, Minneapolis, Minn. 














Name Age—— 
Address Tel. No 
City State 








ont No need for you to be content with just 
another humdrum job. Hundreds of im 
portant, exciting careers—with pay scales 
to match—are open to ambitious, intelli 
gent women. Advertising Commercial 
Art. Retail Merchandising. Secretarial 
Letter Writing Accounting and Book- 
keeping. And these are but a few. 

All it takes is training the kind you 
can get easily, in your spare time, at 
home. No interference with your present 
job, family or social life. You set you 
own pace, progress as rapidly as you like 
You get personalized instruction 


Sound interesting? The world’s largest 
correspondence school will send you three 
valuable booklets to help you plan a re 
warding, well-paid career. The booklets 
are FREE! No obligation. Just mail the 
coupon below. You'll receive: (1) 36 
page “How to Succeed’’ career guide 
(2) Career Catalog. (3) Sample 1.C.S 
lesson to demonstrate this famous method 


CAREERS 






INTERNATIONAL CORRESPONDENCE SCHOOLS 


Dean of Women Box 15206E, Scranton 15, Pa. 
Please send me three books (1) “How to Succeed,” (2) sample |.C.$ 
lesson, (3) opportunity-catalog in subject checked below 

C HIGH SCHOOL (© Good English 
© Accounting Retail Merchandising (C2 Short Story Writing 
© Advertising Magazine & Book illus. (©) Sketching & Painting 
©) Commercial Art ©) Business Manag t Other 


C Professional Secretary 








Home Address 








City Zone State_ 

















Special 
to 
Student Graduates 


The special school rate of $2.25 will 
apply on your subscription order for 
TODAY'S SECRETARY if placed 
now. 

As a beginner in an office you will 
need the guiding light and inspiration 
of TODAY’S SECRETARY as never 
before. The invaluable service of being 
able to submit your questions and 
office problems to the Panel of Experts 
will give you more confidence and 
| inerease your know-how, which in turn 
| will help you to increase your earning 
power. Fill in the coupon below, attach 
your remittance, and mail today. 





TODAY'S SECRETARY 

330 West 42nd Street 

New York 36, New York 

$2.25 enclosed for a subscrip- 


tion to TODAY'S SECRE- 
TARY 


New subscription 


Renewal subscription 
Name 
Address 
City - BORG... GROG. 0sis00 


Graduate of 
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rR Oc 
YOUR => 
PHONE 


You may now obtain the Telepad for only 
$3.50, complete in an attractive gift box, 
postpaid, for yourself or a friend. The Tele- 
pad, a handsome gold-tooled leather desk 
{fingertips fits any phone. Always at your 


Stitt } 


fingertips—gold-plated dialer, marked mes- 
sage sheets. 
Send your check and order to: 


TODAY'S SECRETARY 


330 West 42nd St., New York 36, N. Y. 
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LIKE TO READ SHORTHAND? 


You may obtain an art-paper cover edition 
of Guy de Maupassant’s famous story, ‘The 
Diamond Necklace,” written in Anniversary 
Gregg Shorthand, for only 50 cents postpaid. 

We have just a few copies of this popular 
shorthand reading book left! To obtain a copy 
while they last, send 50 cents to: 


TODAY'S SECRETARY 
330 West 42 Street, New York 36, N. Y. 
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HAIR’S TO a summer without hair prob 
lems—thanks to “Stax.” This lanolin 
rich conditioner will give your locks a 
well-groomed look, despite the perils otf 
salt water and sea breezes. For a trial 
size tube of “Stax.” send 25 cents to 
Dandricide Co., Dept. 1148, 12 St 
Brooklyn 15. N. Y. 
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CONTENTED MILKMEN are just as impor 
tant as those contented cows, so let a 
Dairy Reminder keep them that way. 
There'll be no mix-ups when you ordet 
by peg-board selection. Slot on back 
holds coins or notes. Made of white plas 
tic with red and black figures. Only $1: 
from Wilco Fashions, Dept. TS, 35 S. 


Park Ave.. Rockville Centre. N. Y. 








IN THE BAG—-everything you need for an 
outing to the beach. Has a deep center 
compartment lined in waterproof vinyl. 
zippered and open side-pockets. Floral 
print in blue, red, or yellow; polka dot 
in black, blue, or red on white. Yours for 
$5.70: from McKane Lins. Dept. TS, 209 
KE. Wisconsin Ave.. Milwaukee 2. Wis. 





ONE FOR THE RECORDS. If you re short 
on floor space and long on LP's, this 
black wrought-iron wall rack is for you. 
The “Hang-Around” has five compart 
ments holding up to 100 albums. Fully 
assembled, it may be fastened to any wall 
surface. Measures 13 by 17 inches. Send 
$7.70 to Leslie Creations, Dept. TS, La 
favette Hill, Pa. 
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“a4 DOLL” of a pincushion is this little 
Japanese miss in her woven grass basket. 
No more saying “Sayonara” to your pins 
and needles, just guard them Oriental 
style. Measurements are 3'/2 inches wide 
by 3 inches high. Only $1.50 from J. F. 
Sullivan Imports, Dept. TS, 1020 Ohio 
Ave., Long Beach 4, California. 
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BUSINESS SCHOOL DIRECTORY 


CALIFORNIA  *[LINOIS) | NEW YORK > ¥ 























CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 MILDRED ELLEY 
Secretarial—Court Reporting 


Send for FREE Stenograph notes. | | SECRETARIAL SCHOOL FOR GIRLS 


Approved by National Shorthand Reporters Ass’n 227-229 Quail Street 
Albany 3, New York 


SAWYER SCHOOLS 


A 


Since 1916 
Secretarial—Accountancy—Automation 
Intensive Training for Top-level Jobs 


LOS ANGELES—PASADENA—NORTH HOLLYWOOD 
POMONA—LONG BEACH—SANTA ANA 
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MEDICAL-SECRETARIAL es 


A challenging opportunity 



































SCHOOL FOR™ | INTENSIVE 
MEDICAL SECRETARIES it BUSINESS COURSES 
Approved by Son Francisco County Medical Society } 
e12 MONTH COURSE | oat Claude S. Yates : D RA KE 
© ACBS ACCREDITEL Van Ness Avenue 
Since 1934 | ‘Son Francisco 9, Calif ' 
north meme ts Iho wet BUSINESS COLLEGE Schools in All Boroughs 
; Dept. 260, 5840 N. Lincoln Avenue Secretartat—Beckheaping 
I Chicago 45, Illinois Stenography—Typewriting 
FLORIDA ! P Accounting—Office Machines 
| Complete Business Courses Journalism—Drafting 
As Modern as Tomorrow Spanish Business Courses 
Day, Night, Part Time 
BUSINESS AND POSITIONS SECURED 
ADELPHI TUTORING SCHOOL rE EE EEO SE EE Founded 1884 Guy E. O’Brien, Pres. 


“Miami’s Finest Finishing School’ 
Bi-Lingual, State and VA Approved 


NEW YORK, 154 NASSAU ST. 
Opp. CITY HALL, BEekman 3-4840 


GEM CITY 














‘ . Bronx Grand Conc. CY 5-6200 
IBM Courses Write for Literature | | Wash. Heights W. 181st St. WA 3-2000 
500-526 N.E. 79th Street Miami 38, Fla. | | B SINESS — oe Av. = oa 
. } rooklyn roadway - 

Near Biscayne Boulevard 37th Year | | l ioouatan Sutphin Blvd. JA 6-3835 
Flushing Main Street FL 3-3535 

C LLE GE | | Staten Island Bay Street Gi 7-1515 

HAWAII QO i 





Write for 21-page illustrated 
FRE book, “Your Exciting Career 
As A Secretary” 
includes great names once secretaries 





ZX RMSE 2 MNase Quincy, Illinois 
HONOLULU ©: 
BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 

Accrediting Commission for 25 


Business Schools v 

















Write Director of Admissions 
for free catalog. 
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MICHIGAN 





GAIL COLLEGE.-- Fcraouares 


BUS. ADMIN.—AUTOMATION EMPLOYED 
SECRETARIAL—ACCOUNTING ie ee 100°. 
Co-educational —— 
Latest in equipment and | a 
training methods. Placement | @ COMPLETE BUSINESS COURSE © O/L 
service to graduates @MEDICAL © LEGAL © COURT REPORTING 








1178 Fort Street @ Honolulu, Hawaii *' — st 
egestas wee DETROIT INSTITUTE OF COMMERCE | | aon G8) Annee Teens 
% + 1308 Broadway Detroit 26, Michigan | | 

















(Continued from page 19) “Hey. how do you rate this cool that | have witnessed others neglect to 
She moved her things into the for- room?” they asked her. grasp. It would be a very depressing 
gotten room, had desk and files brought “Well, nobody else seemed to want book, so | won't write it. 
in and settled down. it. so I took it.” she replied innocently. But when vour next opportunity comes 
Next day, sweltering in offices that She'd seen an opportunity and grabbed  along—and it might be today—don't 
were hot and humid in the morning and it! be afraid. don’t be lazy-minded. don’t 
exposed to the heat of the afternoon sun a FS say “What's the use?” Step up and 
on the west side of the building, the I know I could write a book. just Gras It! It won't bite. 
other employees discovered Pauline, cool jotting down opportunities that I, my- Because, if you dont grab it, somME- 
and comfortable in her breezy office. self, have let escape me—as well as those — BODY ELSE WILL! 
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From One Boss... 


a letter that we print herewith in its 


entirety. 
To the Writer of “The Last Page” 


Upon my return to the office from a 
hectic court trial today, I discovered my 
secretary had clipped your article ~At- 
Secretaries” 


tention on top of the pile 


of “important” papers awaiting my at- 


tention. This article stresses the need for 


secretaries to relax during “Secretaries 
Week” April 24 to April 30th. 
Your had_ the 


results in my otherwise peaceful office: 


article has following 


a) made an otherwise loyal legal sec- 


retary into a ferocious tigress: 
b) caused her to make inquiries 
among various labor unions as to her 


eligibility to join a union for her pro- 
tection. 

c) She is practicing “relaxation” on 
work hours so she will be in top condi- 
tion for “Secretaries Week.” 

d) She has replaced Fidel Castro of 
Cuba as the new revolutionary figure of 
the year (at least in my opinion). 

Kindly refer this letter to your legal 
department, too. [| am suing you... as 
soon as [ can learn to operate the elec- 


tric ty pew riter. 


Very truly yours. 

Benjamin M. Reinhardt 

P. S. Hope someone there has a sense 
of humor. 

We have, Mr. R.. and we're glad that 
you have too. Reading between the lines, 
wed say that you must be a terrific boss 
that “revolutionist” on 


and we'd bet 


your staff would agree. 


From Royalty to Rx 
That’s seventeen year old Peggy 


70 





Kinney s 


Queen of the forty-first annual Washing- 


Now 


prescription for success. 
ton State Apple Blossom Festival, she is 
the chosen representative of a $100 mil- 
lion dollar industry. Her credentials? All 
the qualifications demanded of every 
Apple Blossom Queen: intelligence, per- 
sonality, beauty, and good citizenship. 
Not even the State Department could 
ask more. 

But Peggy. while enjoying her stint as 
royalty. has other interests. Her Majesty 
but 


hundreds 


dreams—not of crowns and ermine 


of pills and thermometers. 
upon hundreds of them: for Peggy wants 
to be a medical secretary. 

As preparation. almost 


straight A student 


Peggy—an 
is concentrating now 
on history. English, and secretarial skills. 
As practical experience, she works Satur- 
days in the Wenatchee Valley Medical 
Clinic as receptionist, relief secretary, 
and all-round helper. From preference. 
she has added a few more activities. 
Among them: school clubs. singing, and 
water skiing. 

long 


To Peggy, congratulations—and 


may Her Majesty reign. 
Packing Hints... 


from National Airlines should be a boon 


to the eager-to-be-gone vacationist.. For 
perfect packing ... 
l. Pad each fold with gathered tissue 
paper to eliminate potential wrinkles. 
yA with 
handkerchiefs. stockings, and other small 


Save space by stuffing shoes 
items. 

3. Avoid in-transit shifting by packing 
heaviest items at the bottom of the ease. 

t. Protect your garments against soil- 
ing and scuffing by covering shoes. 

3. Put sleeping garments and slippers 
on top for easy access, 

6. Fold skirts 


waistline. not at the hem. 


and dresses near the 
7. Protect collars by unfolding shirts 
to full length, then refolding with the 
shirttail up over the front. tucked inside. 
back of the collar. 
&. Fill the 


hanger case with accessories before you 


bottom of a wardrobe 


begin packing clothing. 
9. If a jacket 


suitcase, fold at the waistline, making 


is too long to fit in 


sure tissue is used for padding. 
10. Lock your suitcase. 


Beware 
all ve generous and noble-hearted 


employers. Do not—we repeat——-do not 


be swayed by thoughts of testimonial 


dinners and all-resistant watches as you 

gaze sentimentally at your old, but loyal. 

employees. Not any rate. with ladies. 
\ recent taken by the 


trial Relations News came up with this 


survey Indus 


out 
think 
twice before pinning them on veteran 
Making a 


fuss over their long stay with the com- 


information. Companies handing 


medals for long service should 


female employees. Reason? 
pany reminds them of their age. 

\s one management consultant put it: 
“Scrolls, pins, letters, and other forms 
of tribute for long service tend to label 
someone as an “old timer. ~ 
the but 


among you, however. we do have some 


For foolhardy courageous 


suggestions: bouquets of roses or a choice 
of sterling silver gifts. With such induce- 
ment. even 


the centenarians among us 


might admit the sad truth. 





Until We Meet Again... 
is our theme song for June. The 


back in September. 





last manuscript read, the last mistake. corrected, and the last editor 
has solemnly collapsed beneath the typewriter. With no issues in 
July or August, peace, blessed peace, has descended upon the offices 
of Topay’s SECRETARY—to last perhaps two days. At the end of that 
time, the staff will rise again, to plan and write for another year. 
While we sharpen our pencils and schedule our interviews, relax, 
enjoy the summer, and have patience. Topay’s SECRETARY will be 


last comma has been inserted. the 
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INDE 


Add a touch of glamour, 50 F 

All that glitters... 32 May 

Allen, Barbara (secretary and 
administrative assistant to Dr. 
Leonard T. Maholick), 37 F 

Allen, Frances Fowler, 
Ear-witness account, An, 37 O 

Art of creative business writ- 
ing, The, 7D 

Art of pay-check appreciation, 
The, 29 F 

Ask the experts, 8 S, O, N; 
10 DD: 6 J; 14 F: 8 M, A; 
6 May: 10 Ju 

At the sound of the 

Atallah, Jean, 

Go east, young woman, 34 D 
Atoruk, Norma (Alaska Univer- 
sity office worker), 16, 52 J 

Awards, 
s300kkKeeping, 35, 
43, 44 A 
Filing, 35, 36 J: 48 M: 43, 44 A 
Shorthand, OGA. 41 S: 41, 
412 O, N;: 48 M; 43, 44 A; 
Speed, 41 S: 42 O, N; 35, 


bell, 42 A 


36 J; 48 M; 


36 J: 48 M: 43, 44 A, May; 
Theory, 41 S: 35 J, 48 M, 
144A 


Transcription, 42 O, N; 35, 
36 J; 48 M; 43, 44 A 
Typewriting, 41, 42 S: 42 O; 
36 J; 55 F: 48 M; 43, 44 A, 
May 
Away you go, 2, 24 May 
Banking services, 22 J 
3arclay, Kim, 
The right weigh 


248 


The way the ball bounces, 
32 J 
Be-attitudes for the secretary, 
i3 F 
Beauty at arm's length, 34 O 


Beauty buys, 
38 May 

Behind the secretary's desk in 
Chicago, 2, 26 M 

Beneath the northern 
2,13 J 

Boggess, Louise, 
There auto be a law, 52 F 

Book reviews, 12 S, 0: 11 N; 
14 D; 10 J, F; 12 M, May; 
16 Ju 

Boss's problems, 11, 17 N 

Boss-watching for beginners, 
39 D: intermediate, 45 M: ad- 
vanced, 51 May 

Budgeting expenses, 29 F, 12 M 

Business experience, 38 S 
3usiness vs. social etiquette, 
26S 

By notes or quotes? 17 J 


55 O, 47 D, 72 F, 


lights, 


Career information, 9, 45 J 

Carter, L. F., 
General Montgomery as I 
knew him, 38 N 

Certificates and pin awards, 
Bookkeeping, 36 J: CT, 41 S, 
42 O, 55 F, 48 M, 44 A, May; 
Filing, 36 J: OAT, 41, 42 §S, 
42 O, 55 F, 48 M, 44 A: OGA, 
41 S, 48 M: Shorthand Speed, 
36 J, 44 May; Transcription, 
36 J 

Certified Professional Secretary 
(CPS) exam, 15 O 

Change of address, 30 N 

Chief Cook and Bottle Washer, 
39 Ju 

Civil Service, 10, 37 M 

Clubs for women, 27 N 

> Ss, 


‘ 
Communications, 22 72 N 


Competent typist speed tests, 
44S, O, N; 42 D; 38 J; 58 F; 
50 M; 46 A, May; 46 Ju 

Congratulations to... 26 0 

Copiers, 32, 73 F 

Copy in time, A, saves... 32 F 


Corporate structure, The, 23 N 
Cost of the business letter, 68 M 
Costume jewelry, 32 May 
Covey, Gwen, 
Operation change-over, 24 O 
Cure for those first-job jit- 
ters, A, 2, 110 
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Daly, Ellen (secretary to a den- 
tal surgeon), 37 F 

Daniels, Edna B., 
Heating, plumbing, and air- 
conditioning terms in Gregg 
Simplified, 52 M 

Dear Mr, Employer... 2, 18 M 

Dear Mr. Speaker, 30 Ju 

Destination: The heights, 43 A 

Dial D for dictation, 2, 22, S 

Dictating machines, 22 S, 17 J, 
10,13 F 

Dictation by Telecord at John 
Hancock Mutual Life Insur- 
ance Company, Boston, 228 


Diet suggestions, 36 S, 42 M 
39 Ju 

Dollars and sense of it, The, 
2, 22 

De 


n'ts for the OAT candidate, 
dod 
Draves, Helen (secretary to 
F. S. Romanse), 20 May 
Dube, Frank A.., 
Rocket and Missile terms in 
Gregg Simplified, 46S 
Duplicating (copiers), 32, 73 F 


Ear-witness account, An, 37 O 
Eason, Katherine, 
How/why to employ an agen- 
cy, 24M 
Ellis Blumenauer, Sidonia (sec- 
retary to Henrietta ‘“‘Brownie”’ 
Strong), 2,17 D 
Embarrassing moments and 
how to avoid them, 18 May 
Employer-secretary 
22, 37 N 
Employment—USA, 2, 28 M 
Employment agency, The, 24 M 
Equipment, 7, 22, 24 S; 13, 28, 
56 O; 7, 28, 29N; 13D; 5,17 J; 
10, 13, 32 F; 15 M; 13 A, May 
Esleeck Contest winners, 56, 
64 O 
Every day is Christmas, 2, 17 D 
Executive version, The, 20 N 


relations, 


Fallon, John, 
In focus: The technical secre- 
tary, 2, 26A 
Fare for the fair, 42 M 
Farley, Jennie, 
Punctuate the positive, 40 May 
Fashions, 33, 34 S; 29, 30, 57 O; 
31, 32 N; 20,30 D; 3%, 3B J: 
17, 48 F; 39, 40 M; 33, 34 A; 
29, 30, 32 May; 34, 35 Ju 
Ferguson, Henry N., 
Tried and truant, 51 Ju 
File and Forget, 49 S, 48 O, 
51 N, 45 D, 44 J, 63 F, 50 A 
i8 May 
First-job jitters, 11 O 
Flash readings, 40 38, O, N; 
41 D; 34 J; 54 F; 46 M; 42 A 
May, 38 Ju 
For love or money? 2, 30 M 
Forecast: Clear and smoother, 
34 N 
Forecast: Showers, 24 Ju 
Foreign service, 5, 34 D; 3 J; 
68 May 
47th international OGA contest, 
36 D, 40 Ju 
French, Marilyn, 
Harmonizing with the brass, 
2, 220 
It shouldn't happen to a sec- 
retary, 2, 18 May 
Madam chairman... 27 N 
Problems and people, 28 Ju 
Progress brings problems, 
24 A 
Social side, 26S 
This year I resolve, 20 J 
Wanted: The ideal co-worker, 
2, 30 F 
What's happening in the 
windy city, 26 M 
Yours for the giving, 2, 
From desk to date, 57 O 


20 D 


Gallippi, Janet (secretary to Dr. 
Joseph C. Danko), 29 A 


Garfin, Nick W., 
Furniture terms in 
Simplified, 40 D 

Gates, Linda (secretary to Dr. 
T. S. Danowski and Dr. F. M. 
Mateer), 36 F 

General Montgomery as I knew 
him, 38 N 

Get more mileage out of your 
business letters, 44 F 

Getting along with the 
2,220;10J 

Give and take, 41 D 

Glossary and vocabulary build- 
er, 48 S, 39 O, 49 N, 44 D, 
13 J, 62 F, 54 M, 49 A, 50 May, 
53 Ju 

Go east, young woman, 34 D 

Good Looks section, 33 S, 29 O, 
31 N, 29 D, 25 J, 47 F, 39 M, 
33 A, 29 May, 00 Ju 

See also Fashions and 
Grooming 

Greenbaum, Ann F.,, 
Memory muddle, 46 N 

Gress, Virginia, 

Be-attitudes for the secretary, 
13 F 

Grooming, 36 8S; 34, 55, 57 O; 
34 N; 32, 47 D; 15, 30 J; 50, 
72 F; 42 M; 36 A; 32, 38 May; 
36 Ju 

See also Shopping Spree 


Gregg 


boss, 


Hancock Mutual Life Insurance 
Company dictation system, 2, 
22 8 

Harmonizing with the brass, 2, 
22 0 

Harris, Glory (secretary to Lor- 
rain and Berne D’Essen), 2, 
25 F 

Havens, Muriel, 

Change of address, 30 N 

Headed in the right direction, 
2,388 

Hermanson, Reuline, 
Boss-watching for beginners 


39 D 
Intermediate boss-watching, 
45 M 
Advanced boss-watching, 51 
May 


Hold that temper, 42 May 
Holiday specials, 22 D 
Holidays in the office, 2, 20, 
22 D 
Home at the range, 40 N 
How to 
Be a traveling secretary, 37 
May 
Get your first job, 11 N 
Prepare a publicity scrap- 
book, 15 Ss 
Train your replacement, 24 O 
Treat a secretary, 22 N 
How/why to employ an agency, 
24 M 
Human relations, 27 8S; 22 O; 
N; 20 D; 30, 70 F; 24 A, 28 Ju 
Human side, The, 
Harmonizing with the brass, 
22 O 
Progress brings problems, 
244A 
Wanted: The ideal co-worker, 
2, 30 F 
Yours for the giving, 20 D 
Hurwitz, Nancy, 
Every day is 
17 D 
Tell a tale of animals, 2, 25 F 
Hutchinson, E, Lillian, 
Word teasers, 17 (59) S, 10 
(63) O, 12 (61) N, 9 (47) D, 
11 (50) J, 23 (69) F, 13 (64) M, 
17 (57) A, 11 (67) May 


Christmas, 2, 


Ici on parle Francais, 15 May 

If I were young and single, 2, 
22 May 

Impulsion, 34 J 

In focus: The medical secre- 
tary, 2, 34 F; The technical 
secretary, 2, 26 A 

Indispensable Abernathy, 39 S 

Insurance, 26 D 


Code: 
The capitals after page num- 
bers refer to month of issue. 
Shorthand entries are itali- 
cized. 


It all adds up, 48 Ju 

It shouldn't happen to a secre- 
tary, 2, 18 May 

It takes a bit of planning, 9 J 


Jainschigg, Maria, 
For love or money? 2, 30 M 
If I were young and single, 

2, 22 May 

Japanese secretary, 19S 

Jaros, Marcia J. (secretary to 
Dr. Gerald J, Cox), 36 F 

Job hunter's notebook, The, 2, 
17 M 

Job hunting by mail, 18 M 

Job interview, 23 M 

Jollon, Mary, 
Ici on parle Francais, 15 May 
Prelude to Lohengrin, 21 Ju 
No two days alike, 2, 19 O 
When two worlds meet, 19S 

Judd, Joann (secretary to Da- 
vid Newton), 29 A 

Just your type, 28 N 

Keep tabs on your typing, 55 F 

King, Carole, 
Beneath the northern lights, 
2,13 J 

King, Helen (secretary to M, P 
Bickley), 20 N 


Larkin, Kathy, 

Dollars and sense of it, The, 
2, 22 J 

Forecast: Showers, 24 Ju 

Lights, camera ,. . secretary, 
2,21 A 

Money tree 
stocks, 308 

Organization totem pole, The 
2, 23 N 


What's behind CPS? 


insurance, 26 D;: 


2,150 


Last page, The, 72 S; 64 O 
72 N; 5D, J: 8 F; 68 M; 
64 A; 68 May; 70 Ju 

Lekanof, Anna (Alaska secre- 


tary), 2,13 J 

Letters of application, 19, 56 M; 
congratulation, 26, 50, 51 O; 
sympathy, 18 J; letters ex- 


tending, accepting, and re- 
jecting invitations to speak, 
30 Ju: letters using subject 


line, 44 F 
Lights, camera. . 
21 A 


. Secretary, 2, 


Madam chairinan, ... 27 N 
Mahaffey, Laura (secretary to 
Dr. Milton Clauser), 28 A 
Make a note of it! 53S 
Make it permanent, 36 A 
Male secretaries, 41 O, 41 N, 
43 May 
Man, like square, 
Mangan, Ruth, 
Make a note of it! 538 
Mara, Maura, 
By notes or quotes? 17 J 
Copy in time, A, saves 
32 F 
Dial D for dictation, 2, 
Just your type, 28 N 
One for the records, 28 O 
Patio, pool, and pay check, 
24D 
Martin, Frances 
School starts after five, 2, 288 
McKiernan, Edna F. (vice-pres- 
ident of First Mutual Securi- 
ties of America), 24 N 
McRae, Martha (secretary to 
Dr. Samuel Proger), 36 F 
Medical secretary, 2, 34 F 
Memo to the boss, 2, 22 N 
Memory muddle, 46 N 
Memos from a secretary, 60 F 
Midyette, Nancy, 
Forecast: Clear and smoother, 
34N 
The shape of things to come, 
36 8S 
Military secrets, 41 J 
Miller, Alice (secretary to Maria 
Martel), 2,190 
Mondale, Anita (secretary to 
Robert F. Sladek), 28 A 


38 Ju 


22 8 








Money management 12 0, 14 D, 
12 M 

Money tree, The 
26 D:; mutual 
stocks, 308 

Moving the office, 30 N 

Mutual funds, 24 N 


insurance, 2, 
funds, 24 N; 


Neel, Reba K., 
Chemical refinery terms in 
Gregg Simplified, 48 A 

New York Stock Exchange, 308 

9 to 5: Executive version, 2, 
20 N 

No excuses, 54 F 

No two days alike, 2, 19 O 

Norton, Margaret, 
How to prepare a publicity 
s¢ rapbook, 18 

Notes and quotes, 5 S: 7 O 
em, ea 2 at. 8. mm, A; 
3 May; 5Ju 

Novel use of shorthand, A, 47 M 


oO Artistic 


AT, see Order of 
Typists 
AT (arrangement) tests, 43 S 
O. N; 38 D; 37 J: 87 F: 49 M 
45 A, May; 50 Ju 
Office decorations and parties 
20, 22 D, 24 Ju 
Office equipment, see 
ment 
OGA, see Order of Gregg Artists 
OGA Contest. announcement, 
11 N;: 2, 36 D;: copy, 36 D, 
mH J prizes, 37 D; report 
10 Ju; rules, 37 D: winners 
individuals, 42 Ju; schools 
12 Ju; honorable mentions 
school division (blue seal) 
54 Ju, (gold seal) 44 Ju, (red 
seal) 45 Ju 
OGA (penmanship) tests, 42 S 
O, N: 36, 52 D: 36, 45 J: 56 F 
iS M: 44 A, May: 66 Ju 
One for the records, 28 O 
Operation change-over, 24 O 
Order of Artistic Typists (OAT) 
Awards, 41, 42 S; 42 O: 35 J 
55 F; 48 M; 44 A, May 
Tests, 43 S, O, N; 38 D; 37 J 
57 F; 49 M; 45 A, May 
50 Ju 
Order of Gregg Artists (OGA) 
Awards, 41 S; 41, 42 O, N 
18 M;: 43, 44 A 
Tests, 42 S, O, N: 36, 52 D 
36, 45 J: 56 F; 48 M; 44 A 
May; 66 Ju 
Organization totem pole, The, 


9 93 


Equip- 


Orienter, Andree (secretary to 
Edouard Morot-Sir), 16 May 

Overseas Jobs, 5, 34 D, 3 J, 
68 May 


Paquette, Neola (assistant cor- 
porate secretary, National 
Airlines), 64 A 

Parliamentary procedures, 27 N 

Patio, A, a pool, and a pay 
check, 24 D 

Pavlu, Roberta G., 

At the sound of the bell, 42 A 
Give and take, 41 D 

Hold that temper, 42 May 
Home at the rangve, 40 N 
Impulsion, 34 J 

Man, like square, 38 Ju 

No excuses, 54 F 

Race to leisure, The, 446 M 
To contend or convince, 40 O 
Whus of work, The, 40S 

Penfield, Thomas, 
Optometry terms in 
Simplified, 40 J 

Personal data file, 9 J 

Photocopiers, 32 F 

Pin awards, 41, 428; 
55 F; 48 M 

Planning your future, 9 J 

Please remit, 47S 

Pope, Lester B., 

Chemical engineering terms 
in Gregg Simplified, 48 N 
Postal scales, 24S 
Powell, Kathleen V., 
Military secrets, 41 J 

Prelude to Lohengrin, 21 Ju 

Pritchard, Sally, (secretary to 
Dr. W. C. Gakenheimer), 24 D 

Problems and people, 24 A, 28 Ju 


Gregg 


i120; 36 J; 


72 


Product points, 78: 13 0; 7N 
13D: & J; 18 F; 16 M; 13 A, 
May; 15 Ju 

Professional associations, 15, 
64 O; 45, 56 J; 26 M 

Progress brings problems, 24 A 

Publicity scrapbooks, 15 8S 

Punctuate the positive, 40 May 

Punctuation, 62S; 8, 0; 9,12 N 
12 D;: 8 J; 16 F; 10 May 

Put on a pretty face, 30 J 

Qualifications for secretarial 
jobs, 38 A, 20 May 


Race to leisure, The, 46 M 
Reading, ‘riting. ready, 41 O 
Report on a good buy, 20 May 
Résumé, The, 2, 20 M 

Richter, Jackie (secretary in 

N. W. Ayer advertising agen- 

cy), 21 Ju 
Right weigh, The, 248 
Rollason, Peggy Norton, 

Art of creative business writ 

ing, 7D 
Art of pay-check appreciation, 
29 F 

Cure for those first-job jit 
ters, 2,110 

Headed in the right direction, 
2,38 8S 

It takes a bit of planning, 9 J 

Report on a good buy, 20 May 

Secretarial path to the altar, 

26 Ju 
See not, hear not, speak not 
37 N 
Your personal representative, 
the résumé, 20 M 
Ruben, Lita (secretary to Paul 

N. Lazarus, Jr.), 2, 21 A 
Rutherford, Michael, 

Memos from a secretary, 60 F 
Salaries, nationwide, 28 M 
Sanderson, Raleigh, 

How to be a traveling secre 

tary, 37 May 

Time of direct 

tion, The, 23 M 
Save other secretaries, 17 O 

15 D, 21 F, 15 A, 9 Ju 
Scapegoat, The, 46 O, 53 M 
School job forum, 38 8 
School starts after five, 2, 285 
Secretarial bookshelf, 12 S, O 

11 N; 14D; 10 J, F; 12 M 

May; 16 Ju 
Secretarial path to the altar 

The, 26 Ju 
Secretarial procedures, 15, 225 

li, 22. 24 O; 30, 37 N 
Secretary in 

Alaska, 13 J 

Ayer, N. W. & Son, advertis 

ing agency, 21 Ju 

3ank of Tokyo, New York 

City, 19S 

Columbia 

21 A 
Electronics firm, 26 A 
Fairbanks food supply 
pany, 13 J 
French embassy in New York, 
15 May 
Guided missile base, 29 A 
Hancock Mutual Life Insur- 
ance Company, 228 

Hospital, 36 F 

Medical research, 36 F 

Pharmaceutical company 

(Stuart), 24 D 

Photographic studio, 19 O 

Space laboratories, 26 A 

Tidewater Oil Company, 30 N 

United Airlines, 20 N 
Secretary to 

Advertising executives, 21 A, 

21 Ju 
Airline executive, 20 N 
Animal Talent Scouts, Inc. 
25 F, 63 M 

Beyer, Lew, 13 J 

3ickley, M. P., 20 N 

Christmas card designer, 17 D 

Clauser, Dr, Milton, 28 A 

Cox, Gerald J., Ph.D., 36 F 

Danko, Dr. Joseph C., 29 A 

Dannels, Gil, 29 A 

Danowski, Dr T. S., 36 F 

Dental surgeons, 36, 37 F 

D'Essen, Berne and Lorrain, 

25 F 


communica 


Motion Pictures, 


com- 


Doig, Alfred, 59S 

Ellis, Dr. Sydney, 37 F 

Fashion photographer, 19 O 

French consul, 15 May 

Gakenheimer, Dr, W. C., 24 D 

Gourley, Jack, 13 J 

Gow, Jack F., 30 N 

Heart specialist, 36 F 

Japanese bankers, 19S 

Lamb, Roland, 23, 59 S 

Lazarus, Paul N., Jr., 21 A 

Maholick, Dr. Leonard T., 
37 

Martel, Maria, 2, 19 O 

Mateer, Dr. F, M., 36 F 

Medical researchers, 36 F 

Morot-Sir, Edouard, 16 May 

Newton, David, 29 A 

Obstetrician, 37 F 

Pediatrician, 37 F 

Peterson, Dr, Albert, 36 F 

Psychiatrist, 37 F 

Proger, Samuel, 36 F 

Public relations manager, 
30 N, 21 A 

Purchasing agent, 20 May 

Restaurateurs, 13 J 

Romanse, F. S., 20 May 

Schuler, Dr. Robert H., 28 A 

Sladek, Robert F., 28 A 

Strong, Henrietta ‘“‘Brownic 
2,17 D 

Technological experts, 26 A 

Wallace, Dr Jacob, 37 F 

Wallace, John, 22, 23, 59 S 

See not, hear not, speak not, 
37 N 
Seidenspinner, Dr, Clarence, 
Speakers—Handle with care, 


26 N 
Shape of things to come, The, 
36 5 
Shopping spree, 67 S: 59 O 
oN: te PD, J: TT F, SS MM, 


61 A, 65 May, 67 Ju 
Shorthand tests, see OGA tests: 
See also Transcription tests 

Showers, 24 Ju 
Sivinski, Joan, 
Get more mileage out of your 
business letters 
ject line, 44 F 
One goal—Civil Service, 37 M 
Tabulation plus, 30 A 
Six secrets of popularity, 70 F 
Smith, Gene, 
The money tree 
funds, 24 N 
Social side, The, 26S 
Speakers ..,. Handle with care, 
26 N 
Special report: Secretarial em- 
ployment—vU, S A., 2, 28 M 
Stick to your Gregg, 35 J 
Stocks, 30S 
Study tips to further your prog- 
ress, 285 
Sublette, Margaret, 
Please remit, 47S 
Summer job's assets, 38 S 


. 


use a sub- 


Mutual 


Survey of Chicago secretaries, 
2, 26 M; of U.S.A., 2, 28 M 


Tabulation plus, 30 A 

Take it to court, 43 May 

Technical secretary, The, 26 A 

Technical terms in Gregg Sim- 
plified: Air conditioning, 52 M; 
Chemical engineering, 48 N; 
Chemical refinery, 48 A; Fur- 
niture, 40 D; Heating, 52 M: 
Optometry, 40 J; Plumbing, 
52 M; Rockets and missiles, 
16S 

Telecord dictation, 22S 

Tell a tale of animals, 25 F, 
63 M 

Test programs, 
ing, 60 A 

Tests, see Awards, Order of 
Artistic Typists, and Order of 
Gregg Artists 

That certain something, 32 D 

Thatcher, Gordon E., 
Tranquilized vacations, 49 May 
Th-re auto be a law, 52 F 

This year I resolve... 20 J 

Thomas, Betty Kennedy, 
Wanted: Secretaries who... 

39 A 

Time of direct communication, 
The, 2, 23 M 

To contend or convince, 40 O 


Schools offer- 





Today's secretary looks at the 
boss, 2,17N 
Tranquilized vacations, 49 May 
Transcribing speed practice, 
i5 S, O, N; 43 D; 39 J; 59 F; 
51 M; 47 A, May: 47 Ju 
Transcription corner (projects), 
48 (65) S, 39 (58) O, 49 (61) N, 
14 (46) D, 43 (50) J, 62 (75) F, 
54 (64) M, 49 (57) A, 50 (63) 
May, 53 (61) Ju 
Transcription tests, 45, 48 S; 
39, 45 O; 45, 49 N; 43, 44 D; 
39, 43 J; 59, 62 F; 51, 54 M; 
17, 49 A: 47, 50 May; 47, 53 Ju 
Travel opportunities, 5, 34 D; 
3, 10 J; 60 A; 37, 68 May 
Traveling secretary, Practical 
pointers for the, 37 May 
Trial of Andrew Foster, The, 
10 A 
Tried and truant, 51 Ju 
Typewriting tests, 
Arrangement, see OAT tests 
Speed, see Competent Typist 


tests 


Ulrich, Florence Elaine 
Destination: The heights, 43 A 
Forty-seventh international 

OGA contest, 36 D, 40 Ju 
Keep tabs on your typing, 
55 F 
Novel use of shorthand, 47 M 
teading, ‘riting, ready, 41 O 
Stick to your Gregg, 35 J 
Take it to court, 43 May 
With an eye toward transcrip- 
tion, 418 
Write it right, 41 N 

Inrau, Ruth, 

The trial of Andrew Foste 
10 A 
Tse a subject line, 44 F 


=~ 


put 


- 


facation thoughts, 22 May 
facations by bus, 27 May: car 
28 May; plane, 25 May; train 
26 May; ship, 24 May 
faughan, Margaret D., 

It all adds up, 48 Ju 


a 


a 


Wade, E. Gertrude, (secretary 
to Dr. Sydney Ellis and Dr 
Jacob Wallace), 37 F 

Wanted: Secretaries who 
39 A 

Wanted: The ideal co-worker 
2, 30 F 

Waterman, Helen, 

The Scapegoat, 46 O 

Watkins, James W.., 
Indispensable Abernathy, 398 

Way the ball bounces, The 
32 J 

Wells. Raymond, 

Memo to the boss, 2, 22 N 

Wentzell, Jacquelyn, 
Congratulations to... 260 
Dear Mr. Employer, 2, 18 M 
Dear Mr. Speaker, 30 Ju 
With sincere sympathy, 2, 

18 J 

What's behind CPS? 2,150 

What's happening in the winds 
city behind the secretary's 
desk, 2, 26 M 

Wheeler, Maurine (secretary to 
Dr. Albert Peterson), 36 F 

When two worlds meet, 2,19S 

Whys of work, The,40S8 

Williams, Lee (secretary to D1 
Robert H. Schuler), 28 A 

With an eye toward transcrip 
tion, 418 

With sincere sympathy, 2, 18 J 

Word teasers, 17 (59) S, 10 
(63) O, 12 (61) N, 9 (47) D. 
11 (50) J, 23 (69) F, 13 (64) M, 
17 (57) A, 11 (67) May 

Working wife, The, 2, 30 M 

Worth noting for your beauty 
shelf, 38 May 

Wrapping gifts, 48 D 

Write it right, 41 N 


You and Summer, 36 Ju 

Your personal representative, 
the résumé, 2, 20 M 

Yours for the giving, 2, 20 D 

Yurugi, Akiko (secretary in 
New York office of Bank of 
Tokyo), 2,198 


TODAYS SECRETARY 





If you don’t have the best possible stapling equip- 
ment to work with in your office, let Swingline help 
you! We’re going to give you the opportunity to try 
all the wonderful equipment made by Swingline, the 
world’s largest manufacturer of staplers for home 
and office! 


We make a stapler for your every possible office need 
— even that special one you’ve always wanted for 
collating the boss’s giant reports. For example, we 
have that feather-touch wonder, the completely 
automatic electric stapler that requires only your 
lightest finger-tip touch to turn out tons of fastening 
work. If it’s a master desk stapler you’re after, our 
No. 4 holds 210 staples—loads instantly in our ex- 
clusive open channel. No. 3 is a shorter desk model 
..No. 27 a rugged marvel that can be imprinted with 
your company’s name, too. Looking for versatility? 
No. 77S staples, tacks, pins, fastens and—what’s 


Swinghne INC. LONG ISLAND CITY 1,N.Y. 


OF SWINGLINE 
jumps mF i as Si 
at the chance 


to help secretaries! 


more! — stores 500 staples. Working in a one-girl 
office? No. 99 answers your problem here—designed 
specifically for smaller areas, yet holds 105 staples 
for ready action. 


Only Swingline staplers guarantee split-second load- 
ing, jam-proof performance! And they’re all sensibly 
priced—a fact your purchasing person will most 
certainly appreciate! 


But we said we’d let you try Swingline — and we 
meant it! Ask your purchasing agent to call STill- 
well 4-8555 today. We’re ready to discuss all your 
stapling problems—at length !—and delighted to send 
you the stapler that will answer your individual need 
for a FREE 10-day trial. (And, if you send a request 
on your letterhead, we’ll send you, FREE, Swing- 
line’s modern, easy-action staple remover !) 


No obligation, we might add. 





a 
“a automatic electric ° No. 27 


Worid's Largest Manufacturer of Stapiers for Home and Office « In Canada: Saxon Office Equipment, Lta., 156 Evans Avenue, Toronto 14, Canacea 





Remington 
-_—— | 


Leave it to Jane! She knows a honey 
of a typewriter when she sees one. 
But frankly, what typist wouldn’t be 
tickled pink to see the fresh, fancy- 
free styling of the new REMINGTON 
STANDARD® ? 

It breaks with the past, completely. 
New touch, new margins, new colors, 
new precision controls, new gliding 
carriage, new FOLD-A-MATIC con- 
struction. What top secretary—or her 
boss—could ask for anything more? 


Write today for folder R9041 
describing the new REMINGTON 
‘ STANDARD. Address Room 1600, 
315 Park Ave. South, New York 10. 


Remington. Ftand 





Core 





